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ME - sxcunrry 


BE citnnar 


le Purpose 


The purpose of this instruction in to set forth the rogues 
lations and procoduros covorning the soourity of CIO installations, 
doouments and persomwl. 


Ze Gonoopt of Seourl ty 


fe Security, os applied to an intolligonee organization, 
4a defined as a condition which assures tho safopuarding of valunble 
information and the proteotion of physional and hunnan nssets, the core 
proniso of whioh might soriously impair tho interests of the Nations 
In the intelligence field, it 1s imporative that a truo stato of se- 
curity oxdiat in time of peace, as woll as in time of war, and by ito 
Very nature, it onnnot oxist partially ~= it must be absoluto. 


be A partial compromise of soourity represents a loss which 
never can be regained == the damage is done. To prevent such a con= 
tingonay requires the ocomplote ard unfailing cooperation of each and 
every membor of the Central Intelligense Group, irrespective of posie 
tione Any employee, through oarelossness, noglizanoe, or relaxing 
his security vigilance, oven temporarily, may thereby oause vital ine 
formntion to fall into the hands of unfricndly interests who are always 
on the alert to tako advantage of lapses in our asfocuarding defonsese 
Asido from the potentially grave consequencus which acta of thia type 
may CnUBO, Much valuable documontary matorial assembled at tho oxpenso 
of great offort on the part of many sonbers of this Organization nay 
bo completoly sullifiede Therefore, it is the responsibility of oach 
individual employee of the CI0 to train idnself in the perpetual and 
unrelenting observance of all olenents of security, seourity proces 
dures, and the rozulations pertaining thereto. Personal security ia . 
simply «a matter of habits the habit of discretion and care which has 
becons second nature throuch constant usagoe It must be cultivated 
by all aaployecs if our mission of objectives is to be fully realised. 


Se Policy Governing Use of Official Data 


Me All information received or compiled by the CIG is 
offioinl data and is tho property of the United States Gawerrmourte No 
officer or omployee has any property or other interest in such informae 
tion. The restrictions and prohibitions provided in this instruction 
apply not only to all intelligence information and material, but also 
to any statistical, administrative or genoral information, repardloss 
of the faot that such information may already be a natter of 
public knowledgee This shall also apply to all official data obtained 


i TORY a ; le 
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by G1G from outaide sources, publio or private, for uso by or 
conplled within Crd, 


be Offhoiel data aro restricted to use in the porfornanse 
of the offf_olal business of CLA and shall not be copiad or romoved 
from tho filos or from tho proninos of CIO except for offioinl 


purposes. 


Oe No porson oomeoted with OIG in any of fiolal onpaoity 
shull acouiulate coplos of doowmonts containing any suoh data for 
dnolusion 4n a porgonal f4lo, nur shall any porson take ayy with 
his dn written fom, or mako persenal use of, any offioiul data ac 
quired by virtuo of his employment in CIG, 


de Exooptions te the rogulations contained in this instruoe 
tion will not bu made except upon written approval of the Director of 
Central Intelligences, Authority to roluase official data shall be 
limitod to officials dosic¢nated by the Nireotor of Contral Intel ligonoce. 


he Poli Governing Unofficial Publications and Rolated Hatters 
money “overning nots Se nner anemone mete eg LOG Hatter 


The following policies are annowunoed for tho protestion of 
CI@ personnel in interpretation of the various paragraphs of tho 
Seoreoy Agrecmont, upon the proviatons of which, at thoir own willing 
Aoosptancea, omployment is conditdonede Those policios sro necunsary 
dn ordor tu ostablish a proosduro for Gloaranoce of public atatonents, 
releases to the press, offioial or unofficial publications, speeches 
or similar undertakings whioh might result in inadvortent disclosure 
of classified informations These polioioa aro further necessary to 
prosorve the confidential nnture of employees! of ficial positions and 
dutios and to prevent inforenoes of official policy on tho part of 
C1Q in comection with naticanl or intornational problente ‘he ine 
volvment of UIC ompleynes in controversial matters of widespread 
duportance may not only reveal official position and dutios but may 
bo construed as indionting GIG official policy. 


aePublications and Utteranoas Rolating to Intellisence 


Exoept by special dirootion or authorization in the name 
of tho Director, no person omployed by, or assigned to the Central 
Intelligenoe Group shall teach a course, conduct « seminar, publicly 
make @ spevch or read a paper, or write for publication. any material, 
the subjoot matter of which rolates to intellizones or to the Organizae 
tion and fiumotions of the CIC or other intelligence arenoies. 
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be Othor Mubliontions, Activities und Uttorances 


Clearance must be obtained by written appliontion with 
reapont to unofficial ooursos, addrogsson and publications bolieved to 
lio outside of the prohibition set forth in sub-paragraph a abovies 
Such applications shall enoloso, in appropriato onses, the ackinl text 
of the proposed addross or publiontione Applications shall bo addross- 
od to tho Dirvator of Central Intel ligenco, through tho appropriate 
Assistant Diractor and tho Chief, Soourity Branoh, OCDe Jhaden of 
proof that classified information will not be divulged rents with the 
appiioant.e Further, tho applicant must establioh that ratorial to be 
publicized and tho olrounstanoos thereof do not dnvolw controversial 
matter of national importanos which might tond to disolose the 
author's official position and duties or appoar to indioate by infore 
onoe an offioial polioy of Crd. 


This paragraph does not apply to exteriporansous addrossos 
arising fran requosty which would bo onbarrassing to refuse, so long 
as CIO porsomel so called upon discuss subjecta which are in no way 
allied to the aotivitios of tha CId, and so long as noithor the spoake 
ora’ ooneotion with C10 nor the subjoot of intelligenos, nor national 
policy matters aro nentioned. 


Ge Annowmosnant of Comection with OIG 


In the ovont that olearnnes is cranted under sub-paragraph 
Qe ond be above, CLG porsome] will not, wer those OL rouns tances » 
allfow thensalvos te bo preaonted, indicated or introduced ag comeoted 
with CIQ oxcopt by special authorization in tho name of the Dirootore 


be Penalties far Non=Comp]3 ance 


Tn: acoordance with paragraph 5 of the Seorvcy Agrooment, am! 
inasmuch a3 onmployment by CIG in conditioned upon oompliance with it 
and with those Suourity R@gulations, any failure to observe those 
raguiations, or a disrogard theroof, will subject the employee or aa 
Ployeos involwid to immediate diamigoal or to such disciplinary action 
as nay bo reckad by tho ‘iraocter of Central Iutolli genoge . 


He Aduinistrative Agtion 
Tn casos of non~carpliangs with 0i6 security requirenenrte, 
the Dirooter or Doputy Director of Central Ipntells may take 
addnintrative agtion as follows: (1) separation, ta) suspension, (3) 


reprimand or (4) suoh other administrative action as shall be dered 
advisablo. 


De Logal Agtioan 
Ty Cases of violation of tho prévisionn of tho Keplonage 


PAM EEE SITUA 
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Act (50 U.%.Ce S1 and 82, as arionded), omployoes are Bub ject to orize 
inal proseoution whioh may reoult in imprisonment for not mera than ten 
yuers or @ fino of not mora than $10,000, or both, at tho dincretion of 
the oourtye 


Ge Funotions and Rosponsdildlitios of tho Suourd ty Division 
bem cemnethetienteteme ee oR eR Ae CHP rale ara ema geate mire 
Be Onanoral 
beter 


the Soourity Division, lersonnel and Admini stration 
Branch, Contral atolli ence Group, is responsibie for the aeourlty of 
Ol) conestic CIO dnatallationg und the davostization and noourd ty 
clunranoe of all personel rvorutted by, or atteauhod for duty with, tho 
Contral Intelligence Groupe This responsibility inoludem tho presenta= 
tion of matters requiring doourity policy dooision to tho Chiol, Sanu 
rity Dranoh, OCD, and the publication of necessary regulations and 
orders proporly to Garry out tho poliey of the Dirastor of Contral 
Intelligence. Tho Socurity Division medntelne x otaff to enforce theo 
souurlty regulations and policies, as published, to inaure the obsorvwe 
ance of a high dugrae of Beourdty of Installations and porsonnel, Le 
oluding the maintenanos of an investigative staff to conduct invosti fae 
tiona as the Director of Central Intell sonoe yay di pry ee oe 


eluce oo actual invests being roorulted to perform 


all tras of duty. 


sationea of pergong 
& 


(2) This Seotion is algo responsible for maintaining ine 
vootigative idadison with all povermmontal departments and agencies in 
Washington, and performing nama checks and chooks on conmoroial cone 
oorng.s 


25X1A 
(3) The fined responsibilities of + a 
feotion inolude (1) granting approvals for the employnont of prospece 
tive omployees of C10 who, ns a rogult of investi gation, are judged 25X1A 


elible acgordtny to the standards prosoribed by the Administrative 
Instruction » amd (2) recommendations to the Chief, Seourity 
Division, PF mich, GIG, that an applicant be donted appointment to 

& position in CIG based upon his fniluro to meets the prosoribed soourity 
standards. 


‘ 29X1A 
° 


ip responsible for the 3) 
@ and installations eocupled by CIG én the 
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doal securt 
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Washington area, ite olassifiod doounontary material, rocords and 
proportye 


This 18 aocomplished bys 
Yanunnoe of idontifiontion oradentials; 


5) Haployeo scourity indootrinations 
s Night seourity inspoctions and standby services 


i) Building entrance aontroly 


5) Gontrol or safelweping equipments 

8) Security aurvoys, special roports and analynuss 
7) Raployee seourity interviews; ‘ 
3 Visiter control; 

0) Use of PBA guard force 


de 


1s rosponsible for maintaining seoue 
rity files on all officers and enployoos of the Central Intolligonoe 
Groupe These filos will inolude all matters relating to (1) tho ine 
vostigation and oloaranoe for duty, (2) clearance for oryptopraphio 
dutios, (3) acourity violations and acourity indoctrinatione Also 
this Section maintains tho records nocossary to make such periodio 
reports as may bo required by the Chict, foourity Mvisione 


MB secunry or emsommn 


le nosey. Conorning Clearance of Porsonnol for Duties with 
Central Inte gence Groupe 


In the Prosident's letter dated 22 January 1946, where rofer= 
enoo is rade to the fimotions of tha National Intelligence Authority 
and the Director of Contral Intellirence, it is stateds 


In tho conduct of their activitios, the National 
Intolligonoe Authority and the Diruotor of Central 
Intelligence shall be responsible for fully protest= 
ing intelligonos sources and methodse 


In tho discharge of this responsibility, it ise imperative that 
personel assignod to, or attached for dut$¥ with Central Intelligence 
Group be individuals . 


Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 


29X1A 


25X1A 
Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 


Next 4 Page(s) In Document Exempt 


Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 


25X1A OFPRORIEALE MRRGER A RYRS Guna RY A007 28R000 100010001-2 — 


29X1A 


De xoopti ong 


Any oxooptions to the foropoing provinions vill requir 
the approval of the Director of Central Yntelli-enoo, ond oach ease 
wuat bo handled individuallye 

25X1A 


BB seourrey oy wutwpincs am rysratarrom 
EN LO LE ERNE epnitntnts eaceirapetenietectoonae 


le Adnittanoo of VIG imployeou and Othor Governnant Pore ne), 
All such persons ontoring, resmining in, or leaviny C1G 


buildings during rogalar work hours will be required to display euthor= 
ised identification cradontials, as set forth below 


fe Porsons rerularly eanployed oF permanonciy ausirnod te 
CIC will be Sifntahod with mubersd cot ar photograshts er 


ao follows s 
(1) Croon Dordered Badgo admitting bearer to nll CIG 
bidldings.s earn 


(2) Yellow Bordcrod Lede adnitting bearer to all CIG 
buildings with the oxcoption o unistration and Qui Budidinra, A 
helder of a yellow bordored: badgo ney onter olihor of those co buLlcee 
ings without a visitor pas6, by having the Receptionist osnfirn ais 
appointment with tho CIG ataff nenber when he wishes tu sete The 
Receptioniat wil thereupon instruct the Guard to acnit tho employee, 
who, upon leaving tho building, will neruly be requised to display his 
aontifioation badge. 

(3) GIG Couwters and Lomsengors will be. issuad droon 
Bordered Badges with the word "couRtER" stexped on the margin of the 
photograph in tho badge. They will thus have access to als CLC build} 


ings. 

(4) Rostricted Ares = Sirnal Conter = Commum)cations 
Division, South Building. The onal a post will admit 
the holder of other # green or yellow bordered badge with a green band 
soross the upper left hand corner. Ail other pergains will be doniod 


aduttance to that area oxeept on special pemiasicn of the Chiof, 
Signal Conter, or his superstore 


We loyeus of certain other Goverment, oncivos 
arty asnl ond ty OU or Chane Wins i, Wes of shar erieial 
o@ are required tc have frequent acovss to OIG affiszes, will be 
furnishod, subject to the Approval of the Chiex, Seourity Division, 
with membered linited plistographio pasres, rectengular in shape, beare 
ing iss mnoo datos, expiration dates, reves of yersons to whon iasuod 
and signature of the Chis, Scourdty OY yiston, as “ollowss 
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(1) Red Yordorod Limited a admitting bearer to thosy 
OIG budldinys or arans opoolflaally Tarot thoreon during tho portod 


for whioh it in iesuod, 


Oe Publio Buildings Admini stration naingouance omployoas 
will bo adnitted upon displaying propor PRA ddontifionation badgous 
donuod by that agonoys Special worknon will bo admittod only by prior 
arrangonony with the Soourdty Diviedione 


(1) Sxeops in an ornurgonoy, thy only maintonance worke 
orn to ho permitted to enter CIc Wilding during nonevwork hours shall 
bo the monbora of the ohar forede No oxgeptiona will bo made without 
the approval of tho Soourlty Divislore ALL such persons will sign a 
spooiel logy at tho guard desk upon omtoring and leaving the buildiage 


(2) Staff nonbors of CIC are warned to oxoroiso caution 
with roespoct to conversation and oxposed classified materiel when 
oarponters, oleotrioians, telophone Company omployoes, ohar people or 
othor raintenance workers are present in their officoese Rooms must 
not be loft wocouplod at such times unloss Olaasified material has 
boon seourbly lcoked in auitahle containerte Any rttompt by such 
porsons to overhonr oonvorantiornn or to read classified matetini 
should be reported at once to tho Chiaf, Seourity Division. 


Ce Forgotten Idontifioation Credentialse Employves and hold« 
ors of linited pascos wio Orgos Sholr idontifloation oredentinle will 


apply to tho Recoptionist for visitor pacses in order to pain adnite 
tance to their officors, Bofors isoutne such a paag tho Receptionist 
will request that the applioant be dcantifiud by his superior or other 
responsible CG staff vembere The pass will bo conspicuously marked 
"FURCOTYEN BADGE” and no exeors will bo required to nesonpany the 
applicent in or outs ¢f the building. 


Ge Admittance to Buildinrs after Hours, Lrployeas and hold= 
ors of linited passos who enter u 38 after 7300 Pu. on 
Mondays through Fridays, or at any tino on Saturdays, Sundays and 
holidayn, will sign tho Guard rogister upon ontering and leaving builde 
ings, in addition to displaying thoir idontifiontion oradontiala, 


Le Aqmittance of Visitors 


Casual or social visitors will not be pormitted to enter 
Cd buildings, and staff monbors will not request excoptions to this 
rules Visitors, as horvinafter reforrod ta, shall be sonstrued to 
menn persons on official businoss, 


G® Visitor Fass 


All visitors shall be directed to the Receptionist, 
and thereafter admitted to the building anly if acoompanied by CIG ege 
corts, and upon presentation of duly excouted visitor pases’. A Visitor 
Pass, Form Noe 384 will not be issued unless authorized by the CIG 
staff member concerned with the interview. 


CONFINENTI A} 
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tg available, th: Uacaptioniat will escort the visiter to 
the offiea of sho Anterviewnr. If not avadlable nt the tiew o the 
Hocoptionist will request tho interviewer to assign one of hia offiod 
ntaff to anoort tho visitors vhon tho intorvimy has bon conplated 
thy C1G wtare nanber sauy enll tho Nocaptsoniat $e escort th visitor 
fron the Duilding, or he way enll upon an offtos emiployvoo for that 
purposg 12 tho Recuptioniot ls umablo to leave ber poste Visitors 
WARE not be porndtted to wander chron -h Invldinis unvscortode 


i 
i 
t 


Oe Daurpandar of Pusu 
AF daly eno open PREP AR Re Bete abreniten nani shee ie eee 


The dnterviowor will sir hin nane on the Viadtor Vass, 
Porm Noe Wbe4 in tho apsee provided for that vurpose dn Seetion 2 of 
tho Vogse The Pass shall be surrendersa to tly Necaptioniat an tha 
visiter loaves the luiidine, or to the radlidiny cuard i: the Hoseption= 
dat has lo; Sox tho days Tho chard shall turn all so0llectod Vinitar 
Pagoes ovur to the Necoptionist on the Solloriy; nor ne 


de Visits Daring GaP Duater Hours 
A person dosirins to vindt O10 afiiess duriny; nonetvorline 
houwt, inghadims Geturdes, curing and holidays, will be requirod to 
oxecute © special visitor aduttaneso form furnishod uy the puaard aftor 
tho Lather has conMimed the anpointuork with tho CIG star? menbore Tho 
CIG stat! morer will sipn tw forn, asauwine ra sponsibility for the 
Vieitor, and will escort the visitor fron tha ;qwrd dent. Upon core 
plotion of the interview, the staf? nunber will eseort tho visitor 
fron tho building, at which tine the visitor pass will bo smurrnederad 
to tna puarde The visitor, upon entering and Loaving the suilding, 
wil) aicn the Guard Reristere 


Gs VWisibor Yncranees 
ER A RAT MRA AAP ANGE ELIE RRR SURES He 


Visitor oitranoos shall be confinod to ono for anoh 
bullding, with the execution of uo Titllding, in which there shall be 
term ontrances for visitor use. 


Se Rocoptionist Staff 


The Rocepticnist Staff of CIG shall be responsible for the 
courteous racoption of visitors; disercot detormiudnation of the moture 
of the visits; arranzonent of interviews; isaunnoe of visitor passes 
upon confirmation of eppointuents with tho appropriate CIG staff 
meaibors; issuance of visitor passon to employees who havo forgotton 
their identification creduntials: provinion of oscorts for visitors 
to and from the intorvieworn' offices; maintonance of visitor logs in 
which are recorded visitors' names and addrensons, nanes and roan 
nunbors of persons vinited, and the general purposes of the visits; and 
tha preparation of reports roloted to the Receptionist operations 
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4e (Cuarda 


Me Building guards Curnivhod by the Public Buildings Ad= 
niniatration will adnit into OIG buildings only those porsons with 
proper identiMioation orodentialy authorised for tho respective builde 
ings, oxi vieltora to whon vinitor passes hava bven iasuod and who 
are nooompaniod by ogcortoe. Employoos. and holdors of linited passes 
who havo forgotten their badges, and iso whon vindtor passes norked 
"TPORGOT TEN BADOR™ hava boon Sasued, whll bo adhaitted without benefit 
of cacortie 


be The guards will patrol the offican after hours for the 
purpose of chucking safes and windows, inspwoting topa of desks and 
other eguipuont for oxposed olasnified material, and maintain after- 
hour Guard Registors of visitors and omployees who enter CIG buildings 
after how's or on Saturdays, Sundays and holidays. Security violae 
tions doteoted by the guards during thoir patrols will be reported to 
tho Security Ofrfines 


Oe The guards porform these fimotions undor tho orders and 
instructions of the Socurity Division, and 811 members of CIO are oxe 
peated to caoporate with tho guards in tho »erformance of thoir dutioge 


Ge Keys to Offices 


Koys to offices will be kopt at the guard desks by the bullde 
ing guardse Normally, offioos will not be locked after duty hourse 
Staff Chiefs may osuse to bo leokad any rooms thoy deem necessary for 
soourity reasons, upon prior arrangement with tho Seourity OfMoor, Cid, 
Such rooms will be oonsidered "RUSTRICTED AREAS" and only spocifloally 
authorised porsony will be admitted thereto by the gusrds. Persons 
not rogulerly assigned to "RESTRICTED ARBAS" will not be permitted to 
emtor suoh areas during regular work hours wiless permission is rrantod 
by the staff chief of tho aren concernod. 


WME Securtry oF cLassirrep pocusmurs 
le Definitions of Classificntions 


Be TOP SECRET: Only that material or information, the unaue 
thorized disclosure oF which might cause exceptionally grave danger 
to the Nation, will bo classified TOP SECHWT. Ag a gonoral rule, TOP 

RET matter in tine of peaco will te linited to that which, if dise 
Closed without authorization, would reasonably be expected to lead 


direotly to a definite break in diplonatio rolations, or to a war, or 
have other comparably grave congequonoese 


Yxareplos: Inforretion or material reaynrding, or details of 
discussions or negotiations with, foreign foverments on matters of 
great delioacye 


Infornation or intelligence material NE! indications 
5 t i dhe 


CONFIDE 
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of nources of dutelligonee which tho United states must protoct. 


be SEORMTs Information or rutorial, the winuthorizod dise 
closure of wild aight ondangor national suaurity, sorLously jfoopare 
diseo the international relation of tho Unitod States, or endanger 
the effeotivonoss of a progran or peliey of great importangs to thig 
Covermaont, will be olnaulfied SECNUY. 


29X6 


Neports or acta dongeroualy wifrdoudly to tho United Statos, 
or important trends in foroijm affairs greatly ondangering national 
ooourity.e 


Cortain highly important antolligence reports » inoluding 
reports on subvorsive antivitios. 


; Vitel information on important defenses. 
IWighegrade oryptoyraphic devices and rolatod mutoriale 


Se CONFIDENNTAL: Information or matorinl, the unauthorized 
disclosure of which would not endanger national soourity, but which 
night projudico the national intervat or tho work of any U.S, Govorn 
mont agenoy by intorforing with tho dovolomment or carrying: out of 
important policy, ur by hampering nerotiations in progreas; might cause 
vorious administrative difficulties; or might rosult in umimrrantod ome 
barraasnent of individuals, will bo olassified COUPIDRNTT Ale 


Examples: Important Intellisense reportse 


Reports sonvorning anbotae or subversive clenonts, or nanes 
of individuals involvod,. 


Investigations, documents and comumications of a personnal 
and disciplinary nature, the lmowlodi of which nust bo safeuarded 
for administrative reasons. 


de RUSTRICTED: Iyfonantion or material which doos not fall 
within higher categories, but which should not be communicated outside 
the Goverment of the United States without adequate cloarance, will 
be classified RESTRICTED, 


\ 
ios: lmtters rolated to Antornal organizational policy 
of a noocttne he rant 


y 


te yo A 
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Routine Internal reporta. 


Information of a non-confidential natura, the uo of which 
should bho vonfined to offieial Goverimont activities. 


Information haviug no partieular Bouurity value, bub which 
should not be made avalloblo to tho prouge 


Ze Revistored Doounents 
fe Nofinition and IdentiLication 


A rogistorod doounont is a DOP sEecue e SUCRET or 
COMMIDENTIAL doounent, or a RESTRICTRD cryptographia deaunent, or 
doviow, carrying a royAstor nmumbor, a short title, and instructions te 
agcount for it perdudionllye 4 roghatered ducumont is not to bo con 
fused with a classificd doounoen: +o Which, for aduinistrative roauons, 
a number or short title 4s asaigned for bookkoopiiy; or reference jure 
poses only. 


De Authority 


Documenta will be rogdetered only if i+ ds oasortial for 
the isoulng authorLty to control distrilmrtion and maintain n racord of 
the custody of all copies. Offieiuls of the OIC who originate or 
dssuo classified documents will roquest authorization to ropister only 
sudh doowents as thoy deon uocossary in the intorest of national 
seouritye Mach rogistered ducumont Losuod after 1 January 1946 will 
be conspicuously marked “Royisterod Doouwtont" on the front covore Docu 
monty will not be registered except on the authority of the Exeoubive 
for Pornomel and Administrations 


Oe Office of Record 
COREY SRE a aE ERT EAS 


The offioe of record is the office to which reports of 
ponsession, transfor and destruction of registered doowments aro sente 
The Contral Records Section, Commi ontions Division, P&A Branch, will 
be the office of record for registered documonts oripinating within 
Cra, 


3e Authority to Determine Classification 


entero eden atncttpretateartinatane 
Doomonts und corrosponde Classified according to 
tho provisions of paragraph 1, e The responsibility for 


insuring that doowents produced by CIG are proporly classified rests 
with Assistant Directors or staff personnel occupying comparable poste 
tions, who will establish adequate procedures within thoir of ficos or 
ataffa to provide for roviow of classifications given docunents by 
their subordinate officials, in order to inauro that correct and une 
form olassification techniques are appliode Ovorclassifiontion rst be 
avoided, for such practice will tend to woakon the entire seourity 
classification struct. 


coNrinen Ti 
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he Marking or Matoriol 


Clausified books, panphiotn or eather multiple paso docmoents, 
the pares of which ara premanently and svouroly factoned tegothor, 
will bo plainly and conspiouounly maried or otarpod {not typed) "rop 
SECRET," MSECRET, "| "CONPIDENRIAL or RistRtogey" on the covor, titlo 
page, first parvo, baak page, and outnide of bee: oovere Clansified 
mutter not peranmnontly and scouroly fastened tesother shell have the 
Security clauaifioation eteanped or raped (not typod) on ito top and 
botton of gach papoe ALL goples or roproduotions shall he OS Propyed es 
ately marked or fitampod to eorrospond with the original thereot's 
Abatracts of dommonsa will be marked in socordance with the provintons 
of paragraph 12, a. 


aed 


Se Safolzoopl ne: of Doeuwnerta 
Witte erinletesenraer aR a AN tan PED 


Re Otorace of Clansifled Poorents (Aneludinre sucretarinl 
notes, onrbons and stoned YsJe 


(2) ToP snort Amp sont doowsonts will be stored in 
safes or fire roststans dalestino Mlle cabinets with not lasyg than 
Sewny built-in combimntion locks, 


(2) COMPIDENTIAL doausents not Rocistored rwy be stored 
in ordinary uteol look Tilo anbinets “‘oquippod with vorticnl stool bars 
with oonbination typo padlocka, 42 combinntion gafes or sareetype Mlo 
cabineta are not aveiloblo. 


(3) msverersp decunants not Ropistered should bo stored 
in ordinary ateol loa: Tilo cabiiote, bus thoy nay be kept in deska, 
anbinets or other storage placon whera thoy will be out of viow, 


(4) necisrmrnp doounsrrta, irrespoative o: classification, 
Will be stored in con w20n sales or sufo-typo Silo cabinote. 


(5) AED GUARD. In certain wmusunl olrounstancos, or if, 
for operational rengons » it 4s not possible to apply the foregoing 
storage requérerontys, u“ranpononts may bo nade, aubjout to the approval 
of tho Soourity Officer, CIG, to soLoguard the deewients under armed 
guards when not in uso. 


De Genoral 


The safekeeping of classifad documents is of primo 
dmportanoe, Tho foregoing storaro requiromonts, prescribed for the 
various security Glansificntions, munt be striotly adhored toe Docu 
nents olassified above RESTRICTND will not be kept in locked desks or 
other substitutes, nor will thay bo left unprotected at any tinps 
Clapsified satorial will not be talon hones All work thoroon must be 
performed in the office whore jt oan be fully protectods Precautions 
should be taken to prevont unauthorized persons from seeing classifiod 


ee Rbk vous. Gs : 
ee Ae Ce ee ne 
ee mpd sage bee “8 tof 
bier ne x . as i 4 
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docunonts while work 4g bolny porformed on thore 
Be afan 


Me Bagh coubination safe and safeetype Sila oabinot will havo 
n atioaker applied inside thea gontainer on whieh wil. be recorded tho 
name of tho pornon responsible for the safe, hig hone addyess and 
tolophons inmber, the names, hone addresses and tolophone marbare of 
ali othor porsone in possession of the banbinntion dated, in the 
order of principal woe, and the dute when the combination was last 
ohanrod.s. Thu otiaker will ba placed on tho sido and near tho front 
panel of each drawor of tho conventional safeetsypa Milo cabinet, ami 
on the dnsido of the door af tha Mooler snfose. Ucoteh tapy should be 
placed ovur tho atickar to properly scouru ite Tha person rosponsiblo 
for a nate ia algo accountablo for ite propar working conditions le 
should arranjgo for tho irviediate repair of ary defective safekooping 
equipment in his custodye GConbinnations of safos au saleetypo filo 
enbinots will vo lnavm to only those ;orsens who aro required to havu 
necoss to them 4n tho porforrumoo os thotr of fhclal dutlose. Conbinnae 
tions of nl] gnfeelkgaping equipment will bo ohanod at lonst anoo avory 
oix monthee If « porgon having lnowledge of tho sonbination of a nalo 
should leave the organizational unit or CIG, the coubinaion cf the 
anfo involved will be changed inmmodintely., 14 is the responsibility 
of custolians to havo the coubimuntions chanved in accordance with those 
requironents., <A represoubutivo of the Security Division will make the 
ahange upon roquest by the sustedian. the Goaourlty Mvision alone will 
change the conbination of CIG savos, vith the oxcoption of those loonted 
in tho Signal Contere 


be A onéibor will ho asufened te onch safu by the Uniof, Seou= 
ritv vision, tii Branche Tho pvorson responsible for a safo or sas‘o= 
typa filo cabAnot will turn the combination of the snfe over to tha 
Seaurity OfMoar, dowloerapped in sualed anvolopo (dimer onvolopo 
narted "TOP SHCRET"), signing his nano on the flap of tho outer avolopue 
The combination af a sate may bo obtainod {raa tho Chief, Security 
Mvision by the person whose nlijmature apyears on the flap of tho envee 
lope or by his staff chiof, upon proven rooessity and reasipt thoreL9 re 
A safle combination will nover bo divulged over the telophom, excent 
in an oxtrowwly grave onergency, following which the combination will 
be changed before the safe is again lookde! . 


29X1A 


Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 


29X1A 


29X1A 


29X1A 


001/09/06 : CIA-RDP81-00728R000100010001-2 


As cehe Ms THN MED aby Vi lie pecraives oie NSERUCN TIONS P| 


Be Rostriotions on Diagoninatson of Clasovifiod Information 


Any porson on duty with CU who, with dolibornte intent or 
through cross neglizonce, anuwes Glassified intfornation affooting the 
national seourlty to be Sonveyod to unauthorized pursonn is Bubjoot to 
tho pennltios provided for by tho Napionnve Aote Puyblic or private 
discussion of olawodifiod data with » OY in the prosonoe or hoariny of, 
any pornon not arthorizod to have knowledge thervor if striotly for= 
vdddone CLG monbars will refrain fran giving unnuthorizod porsons 
wry information about their work, ‘The following donoription of the 
Contral Intell izonoo Group ja public nowledgye, and CIC monbora are at 
liberty to quote thorefron if thoy should be asked about the organ sa- 
tions 


the Contral Intellisunco “aoup is a moontly croatod dirtore 
departaontal organisation in which tho Stato, Var, Navy and sonotinos 
other dopartmonta participates It coordinates all aativitios of tho 
Govermiont involved 11 obtaining and analyzing infornuntion about Lore 
oir countrios whioh this country noads Lor its nutioml soourdtye 
It alao furnt phos inter-departuontal analvses of thig typo of inforna~ 
tion for use of Goverment of Nodialse 


No anpliftension of the foregoing otatoront to unauthorised porsons 
WLll be pernittod. 
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We Loss or Comp ronibe of Claspiliod Doounombs 


In onso of logs or compromise of clansifiad doaumentr or 
information, imudiate notifieation thervof will bo mado to the Chiof, 
Soourity Divination, Phi Branohe 


lle Deolussifiention 


Staff’ Chiofs or thoir designecs should poricdiocally roviow 
clasaifiod doaumonts in the ouatoly of their rospective organi zationsl 
vnits, with o view to auiodl14ne er dovniprading the olnssificas siong of 
those docwaents the saourity wicnificanoo of which haa declined or 
consed to oxiste Tho person making the original classification, his 
successor or superior, may onnee] or nodify the classifionation of a 
dooumomt, by ronson of changed conditions or ovor=classification, by 
stamping, or writing ovor the classification at the top of the cover or 
first page "Olannification Guncollod or Changed to _p by 
Authority of ," adding tho date and mane of the pe orson 
authorizine tho changes 


12 Duplicating or Abstracting of Clnssified Doaumentes 
Me Dupliontion of classified material by tho orisinating 
office shall be limited to the nmbor of coplos necessary for effie 
ciont operatione 


be Classified doounonts will not be duplicated without 
authorisation of the office of origine 


Ce Abstracts of classified doouonts may be nade with tho 
approval of tho office of origineg Tho abstract, however, will not 


nocessarily boar tho san classifiontion as the. doonont from which it 
yas talon, but will be olnssified on its om norits. 


f vn ay moe Fy Aj 
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de Who originating of flew will maintain a rooord of tho 
distribution of olasuified material, dnoludiap tho uame of tho 
recipients and tho nunber of ouplen anniynadl to ouche 


We TOP SHORET Control Procaduro 
Tho TOP GeORET Control Prosudure proseribod harvin is 
ostablished to provide a socure system Sor tho handling 0% TOP SECRET 
matordinl and to ingure that unauthorizod porsona may in no inetanoe 
have access to sugh nateriale To achtovoe those aime do a prinary 
respoibiiity of all CI porsonnole 


fle Control OLPficarea 


TOP SUGRET Control Officers and Alternate Tor srenoy 
Gontrol Offioars will bo persons of hijghont integrity and proven 
digoretion, spooifically awshorized to tranmit and receive TOP SECHET 
natorial to and from agoncies outside of CIiti- Tho Chief, Contral 
Raoords Jootion, Cazuntontionn Division, PA Branch, all TOP SCCRET 
couriers, and oortain other apoaiMcally desipnated officers and oivil~ 
dans will be the guthorized TOP SEURST Control Ufftcors and Alternate 
TOP SECRET Control Officers Cor CIG. A lint of the names of tho TOP 
SRCRET Control Offioor and his Alternates will bo maintained by the 
Chief, Contral Records Section, Coraumi cations Division, P&A Branch, 
who w4il notify the Chief, Seourlty Division, PA Branch ns changes 
ocoure The annos of TOP SECIS Control Officers and Altornates for 
each govormont ostablishnonts in thig vicinity are pertodisally 
amounced, in olassified form, by tho Joint Soourity Control, Joint 
Chiefn of Staff, to ench Podornal eseaney, orvantieation or offfes in tho 
Yiashington arode 


be Apsiotaat Control Officers 
OOF n ee pe OT A ELOY MEINE AT AN en RET mic TI 


Assiotant TOP SECRET Control Officors will be officors - 
and civilinns of highost intogrity and proven diserution, authorized 
to transmit and recoive TOP SECRET material within CIG. Tho number 
of Agsistant TOP SHCRET Control Officors is necessarily kept at a 
ninimm consistent with security of TOP SROHET matarinl and ite 
officiont handling in the cffices concornedse Assistant TOP SECRET 
Comtrol Officora will bo appointed by Assistant Dirvetors and Chtofs 
of Branches of the Excoutive Staff for their respective officase A 
list of the nanes of such officers will be maintained by the Chiof, 
Central Records Section, Commmiocations Division, PA Branch, and it 
is tho responsibility of the appointing officialn to notify tho Chiof, 
Central Records Sgotion of all changes, additions or deletions of 
Assistant TOP SECRET Control Officers whioh take place within their 
respective jurisdiotionse. The Chiof, Contral Necordn Section will, in 
turn, notify the Chief, Soourity Division, P&a Branch as changes occurs 


ait 
ieee eae i“\| 
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Oe Rasponsibility of Contyol & Ausisture Control Ofteorn 


TOP SECRET Control Oirficern, thoir Alternntus and Availabe 
ant TOP GoCkeT Contral OLfLoears will be responsible Ser the ¢vourity 
of POP SECRLY material din thodr oustodye Thay will dnsure that such 
mattor in ruooived, tranmitted, processed aml safomumarded in accorde 
anoo with the socurity provisdtons eortaduod horoine 


the Soowity Chock: 


The Coourlty Division, PA Brangh, will conduct poriodiso 
and unannounced cheaks of officos of CIO to dotemaine wheather soul 
acourity noasures aro being practioad, and whether the Sooty 
Instruotions portalniing to TOD SNCREY material are bedi obsorveds 


14. Procesaiy of Incaringe TOP GuUCTUD Hatorial 
ian ie cea Ne Ere ena AE A A AA IY. AON A AO Yt. Gm Re An aetna 


AML TOP SECRET watorial (oxeopt eableg and doownents pertain= 
ing solely to tho Offico 0: Spooial Operntiona) should be dolivered 
initially to tho Special Distribution Unit, Contral Records Seation, 
Commorioations Division, PoA Srunche If a Cl nembor roculvas a TOP 

BCT? doounent dirvotly from an outside a-oncy, ho will notify the 
Contral Records Section in order thet the doowsent may bo properly 
recorded. 


He Signature Record and Cover Shoot 


kaoh incoriugy TOP SACRET docunerl will ba recorded by the 
Special Distribution Unit, Comtral Rocords Section, aaxt will havo a 
CIG Control Hunber annsigned to ite A Top Secrat Sigmnture Record and 
Cover Shoot, Form Noe 58-15, will be stapled to the docwint to servo 
an @ permanent record within Cid. This form, ereen in color, will not 
bo removed from the dooument until it in destroyed, dovmgraded or 
dispatched to an organdantion outside of CIG. If the doounent is dise 
posed of, tho Spveial Distribution Unit, Comtral Records Section will 
note tho nature of the disposition on the Siymature Record and Cover 
Sheet, ronove the form and filo ite 


(1} Tho Sigwture Record and Cover Shoot, Form Hoe 3i= 
1S for TOP SECRET docuncnts will be attachod by the preparing office 
whon such matorinl orisinates within CIG. Control Ihrabers will be 
assigned to such docimaonts by tho Spooial Distribution Unit, Central 
Records Sootion only if thoy are dispatched to agencies outsido of CIGe 


(2) Hach CIG nomber rocoiving TOP SECR'T naterinl will 
sign his nme on the Signature Rooord and Cover Shoot, Yorm Noe 00015, 
and indicate the dato and time of recgipte Upon releasing the docu- 
nont, ho will initial the Shoot, indicate the date and tine of relonne, 
ami obtain tho signature of the recipient. The Cover Shoot will thus 
serve as a pormanent record of those persons who had access to the 
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be TOY SECRIT LOG 


Aftor rooording and affixing an Control tagmber and the 
Sipnature Necord and Covur Shoot, Porm loe S615, to a TOP SECRET 
doounont, tho Gpeolal Distribution Unit, Contral Rovordn Sootion will 
deliver it by TOP SERORET oourder to the Asuistant TOP SCRE? Control 
Officer of tha organizational unit cancornode Tho lattor offiLeinl 
will record the dooumont in his TOP SECRET los and dawn it over to tho 
individual te when it js addressed or to the authorized person, if not 
speoifionlly addrossode Tho Ansistant TOP SEGRE? Control Officor will 
obtain tho alguature of tho rvoipient in his loge Tho amo log procoe 
duo will bo followod by all subsequent roolpionts of the doounomnt 
within CIGe 


(2) Ifa TOP SECRET doowiont 19 dolivered fron the jurige 
diotion of one Assistant TOP SECRET Control briieer to another within 
CiG, Contral Rocords will bu notified so that shange of responsibility 
may bo properly rocordede 


Ce DLevintions 
Deviations fraa tho TOP Sechimt Control procedures sat 
forth horein may be mide only with tho express pormission of tho TOP 
SECRET Control Gfficars 


Se tranmodiasion of C)assified Dooumoents Qutsido CIG 


Be TOP SECKUT Documents will bo double wrapped, wloss 
hand delivered by thy TOP SHORST Contre] Officer or an Altornate TOP 
SUCHUT Control Officor, and doowont receipts will always bo obtainode 
the reclpiant's signature in tho sender's 2GP SECRET Log Book ig equive 
alent to a document recolpte only YOP SUCRO? couriers or approved 
vloctrical moana will be utilised for the tranminsion of TOP SECRET 
documents, unless hund doliverod by the TOP SECRET Control Officor or 
an Alternate TOP SECRET Control Officure When hand dolivered by tho 
TOP SECRET Control Offlcer or an Ajtornate, tho Central Records Seotion, 
P&A Branoh will bo notiffed of the change in oustodye ndor no aolre 
cumstances nay TOP SUCRET documents be tranmitted by Registered Maile 
A TOP SECRIT Log Book will be maintained for tha roooipt and dinpost= 
tion of all TOP SECRET doounents. 


(Yor dotailed instructions see Corzumications, 
Administrative Instructions J e) 


be SECRET AND CONFIDENTIAL Doounonta Not polestored will be 
double wrapped, on olivered by custodians therool'e 
Doowient recoipts will bo obtained for SECRET docwmwonts, bit not for 
CONPIDENTIAL Documents unloss tho sondor deons it necossary. Tho 
reoipiont's signnaturo in tho sonder's SACHET and CONFIDENTIAL Log Books 
ie equivalont to 2 document recoipte Only authorizod couriers, 
approved oluctrioal moans or Re;istorad Mail will bo utilized for oure 
sido trenamigsion of SECRET and CONFIDENTIAL doounonts, unless hand 


‘ 
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dolivored by tho oustodian thorvof. A SECKLZ and COIMZDENTZAL Log 
Book will be nalntained for the roowipt and disposition of all muah 
doouwnonts. 


(For dotatlod inotructions see Cowaunidations, 
Adminiatrative Inatruotions Emel «) 


Go RESTRICTED Doaunonts Not Raeioterad my be delivered by 
mesrongor, nay office nosistans, or b rarular niadil, Such doowents 
nued not be doublo wrapped, nor ig it novossnry to obtain deouont 
or envelope rocolpta for tham. From the standpoint of security, a 
log for RESTRICTED doousents noed not bo maintained, but the custodian 
will bo hold rosponsible for such doomonts with rospect to rocords 


aocowitabllitye 
(For detailed instruotions soo Comunientions, 
Aduinistrative Instructions 9) 


de ReyAstered Doounonts 
Regiotered TOP SECRET doowments will be trammitted in 

tho sane manner as unragisterod TOP SECRNT docuonte. Rogistored 
SECRET, CONFIDENTIAL and RESTRICTYD doouments will be transmitted in 
aocordance with tho procedures presoribad for unresistered SECRET 
docunents, with tho exception that the Central Records Seotion will 
be notified of chnngzo in custody when the custodian hand«delivors tho 
document to an outside ajencye A Loj; will be maintained for the 
roooipt and disposition of all registered dooments, irrespoctive of 
classification, with the oxeeption of registered TOP SECRET doounants, 
which will be rocorded in the TOP SECRET Loyte 


16. Transmission of Glasnified Doowronts within Cid 


Re TOP SECRET Docwuronts will be double wrappad, unless 
hand dolivored by UIs Gistedian, TOP SECRET Control Cfficer, Altor= 
nate TOP SECT Control Officer or Agsistant TOP SNCRET Control 
Officere Doocwsont recoipts will bo olytnined in all casos. The 
reolpiont's signature in the sumler's TOP SUCRUT Log Bool ig equive 
alent to a document recoipte Only TOP SECRET couriers, the TOP 
SEORET Control Officer, Alternate TOP SCCRET Control Officers, 
Assistant TOP SECRET Control Orfiocera, or tho custodian thereof may 
effect delivery of a TOP SRCRAT doounent within CIG. A TOP SECRET 
Log Hook will be maintained for the receipt and disposition of all 
TOP SECRET docunentse 


(For detailed instructions soe Communications, 
Administrative Instructions [ij °) 


be SECRET and CONFIDENTIAL Documonts Not Registered will 
be onclosed in a single CHAIN ENVELOPE (no further cover required )and 


RANEINGNIT ag 
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and sonled by neans of a OIC susmed lebole Under no slrcunstaunoces wild 
Sooteh tape be used Lor souling purpesen on tho CHAIN EVELON. Tho 
GHATN MNVELOPE will bear no marking to indicate the olansifieation of 
ite contonte.s Doublo wrapping may be substituted for tho CHAIN Sie 
IAYE Af, cue to the naturo of the docuuont's contonts, the sondor 
deena additional precautions advisableae Lnvolope rosodipte will be 
obtninod in all cases excopt whon hand delivered by tho custodinn, in 
whieh ovent tho CHAIN OUVELOPT nood not ba usode Doament rasuipts 
will bo obtained only whon the sundor decma if nucessurye. Tho reoipes 
font's signature in the sendor's SUCRE and COUCIDENT AL Log Sook is 
oquivalont to a doowient rocoipt when such & recoiot is required by 
the sondore Mossengora, austodians or any offioee assistant may offoot 
doliverios of SECRET and CONFIDENTIAL documents within Cid Bulldingte 
Authorized courtiers, oustodians or any reosponnible office ausisatant 
may nako daliveries of such doownonts betwoon CIG budiddiacm., A SECRET 
and COUPIDENT AL Log Book will bo maintal ned for the recoipt and dite 
position of all guoh documontse 


(Yor dotatled instructions see Communications, 
Administrative Instructions Ie) 

Go RESTRICT Docunonta Not Registerod may be dolivered by 
mes#ongor or Gny office assistant. ion the nagsenjor sorvics is 
utilised, the doousont will be onoloaed in a single CHAIN HVELOn 
(no further cover roguirod). Tho CHAIN UNVELUP! will boar no narkings 
to indionve tho classification of its contontae CHAIN SNVELOPES neod 
not bo used whon dolivories of RESTRICTAD domzonts ara nade by offles 
nasictantse vociment or envelope roceipin nocd not be required in ary 
oneso,. rom tho standpoint of soouritiyv, a log Por RESTRICTED deameonte 
nood not bo maintained, bub the custodian will be held rsponsible for 
euch documomta with reapect te rocords accountability. 


(For detailed ingtruetions seo Corrumications, Addinise 
tontive Instructions.) 


de Roistored Doaunonts 


Rogisterod TOP SUCRET dooumenta will be tranmmitted be/” 
tho sane mannor a5 unregistered TOP SECRET doownents,. Registered 
SUCRET, COHPIDENTIAL and RESTRICTED dooumonts will bo transmitted in 
accordance with tho procedures preseribed Lor umresistered SECRET 
docunonvae A log will be maintained for the receipt and disposition 
of all registered documents, irrespective of classification, oxcept 
TOP SECRET, which will be recorded in the TOP SECRET Lore 


GR cemsax securrry Pracrioss 


ee er ate sae 


le Security in Office Routine 


Since offective geourity is a natter of habit, onch office 
nuat be run on a set routine designed to insure complete seouwritye 
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Dally oporstionn should bo performed in cueh a uamienr that gcourLty 
at no tine will bo conproninad. 


Ne ‘oalophone 


(1) “ho pwemmption rust bo that avery oonvorsation by 
tolephom or intor-effiee communication ayatom will bo overheard by 
unauthor! od portonse to wlren are proboated, not ovon those oarry= 
ing, dirtoreaffioe calla. Therufore, OP SUCRUT, SUCROT, or CONFIDN= 
TIAL talermetion muss never bo dissussed over suoh faollitduse 


(2) Whon ansyworine the telaphono, an eyplovyoe will rive 
the namo of tho person whose offioe is onllod, Yee, "Mre Snith or 
Mre Smith's officos" Sywitshbonrd operators will angwor "Contral 
Intelligence Group" to onlls from outside ClGe When a person requests 
information ovor tho tolaphono and there in nny doubt rogerdins his 
identity or the nucossity of his requiring. the informmtion, tho ome 
ployoo will take his nano and telephone maabor and offer to return the 
oalle The omployso will thon discuss the request with his auportor 
and decide upon a replys Employeos will not tranenit infomution 
about Cid to unimown or unauthorized peoxsons. 


Ye Salas 
Rae 


A large sign narked "OPUN" seh11 be inserted in tho handle 
of the top drawer of anch safe farpe LL1o0 onbinet and on the handle oi 
each Hoslor type sate during the tive such oquiymont is unlockede 
this in intended ag a visunl waminc to austodteann cr othar offiee 
ouployoes to lock safes at tho end of the day or during uncunrdod 
poriads within the regular work days. 


Ce Unoocup dod noons 


Hoployeos will not leave roons unoccupied at any tine 
Curing the day if classified cooumonts aro exposed in the office. If 
% is necessary to leave a room unoccupied, all matorial olnssified 
above "RESTRICTED" first must bo soauroly locked in the proper safee 
keeping oquipmont or temporarily placed in another enployoo's custodye 
During such periods, olassified doounents will not bo placed in deals 
or under trays or desk padse 


de Visitors 
No omployee will permit clnasifiod papers to be exposed 
on his desk in such a fashion that they could be read by persone 
visiting hi office who ara not authorised to have such informations 


At suoh tines classified material should bo turned face down on the 
doagke 


-CONFINENTIAL 
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( fod 
eo 
ve Claunified Wraate 


tlassifiod waste nust bo disponed of in aecordanco with 
tho ruguintlous governing the disposition of such nettore Vagte 
baskets wiil not be wttlised for that purponee 


fe DefLootivo Storave Equi pnent 


Taployeos will tuncdiatoly report defective safoloeping 
oquipsaont to their superiors who, in turn will promptly request the 
Ssoourdty Division to mnako the necassury ropairse In tho moantine, 
clasaified rinteriel should bo transferred from ds feulty containers 
to properly functioning, appropriate safekeeping aguipments 


Ge Soourdiny: OLPLco at Und of Day 


Bagh renbor of CIG will teke the following, steps to invure 
tho seaurity of hig eron bofore dopartin;: for tho dary: 


(1) Cloar deal: of all material classified above RESTNrc np 
man Lodi: 16 in appropriate safokeuping aauipment. 


(2) Inwrt "In" and "Out" trav, or turn thom on thoir 
sidese 


(3) Deternino thet classified wate has bean properly 
disposed of or is loolzed in safae 


(4) Cheek snfos to seo Sat thoy are soourely lucked, 
rotatin; the dial lnob at least threo tian in each directions Gusto= 
dinnsy or usors of safos will excowto the Security Chock bhoot, Morn 
Noe 587 attachod to tho top or side of anch safe and anfeetyps LLic 
cabinet, indicatin;: thet tho equipment has beon proparls: lockade 


(6) As a double ohock, the lust person to leave the room 


wi make certain thet tho above security mensures have beon takon, 
that the windows ure locked and the lights oxtinguishode 


fe Soowrity Outside the OFTico 
@ Discussion of CIG Activities 
Euployees will not discuss their work or the activities 
of CIG outside of the office, except as may be required in the 
porformanoos of their officin] dutiose 
be Credit Reference 


Ty using CIG as a credit reference, miploynes will refor 
inquiries to: 
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) Aanistant Porpome)] GOfMoor 
Comtral Intellironee Grou 
2450 "L" Stroat, We ive 
vinghington 26, Ye Uy 


Enployeos will not Surnish tho nanos of their superiors or nny othor 
porsons in CIG with tho oxseption of that . for credit 


roforunce purpatose 


Oe Trefria Asoldarta, | Arrenta ° » Vourt vroooediiys 

ff an maployes should boooras involved in a trasfiea accie 
dent, court procegdby, or other oxtornnl affair dn which CL might 
bucamo diroatly oy indirectly involved, oven though the natter bo 
almost entirvly porsonal, ha should ruport tho effaty to his superior 
at the carliost opportunity in order thet suitable scourity meanuros 
noy be tekon by the Security o¢ficare 


te Group Sockal hotivitios 


In the interest of security, croup yocial achivitios of 
ClG porsonnol, such az amual partion, ploutes, dancos, abhlotic 
toans, Will not bo advertised as CId functions. 


de Stal? Soours-cy Choek 
a eames ater dar aetna datteentyretten dinate whined 


a. 
il retin 


fe Each offieo chief will orgnnize a sroup of Soars Dirt 
Offiears to combuet daily fined oMereksur security chocks of the aren 
ocoupiod thy that staff. Thr Staff Muty OfMeors will be rotatod, one 
servings; Gach evan, wal WELL be gelueted fran anenr the officers and 


wesponsibloa civilian pernamwl of the of fle stall. 


be Tho Stall Duty OflLoer will begin his security check after 
the end of the regular work day whon all or most of the onployees have 
lee If an axployoe is working late, he will be inforned by the Staff 
Duty Officer that he, the onployee, will be responsible for the seou~= 
rity of his own demodiate roa or area, and tho Staff Duty Cfficor will 
so nods on his Staff Duby Officer Cheak Sheet, Yorm 38-8 undor "Remarks." 
During the course of his security check, the Staff Inrty Officer will 
exocute a Stati Duty Officor Chock Sheot, Tom Noe 380 which will ine 
clude tho listing of ayy seourity violations. The Cheol: Sheet will 
be forwarded to the Seourity officer dimedintely the following norm nge 


Ce The Staff Duty Officer will ahook to insure that: 
(1) All safes and gafe-typo filen are lockwde 


{2) Ho material classified above NESTRICTED has boen lol 
exposed on desks, on othor office squipnent, or on the rmllse 


a) 


ean EN TEAL 
ali oo 
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(3) ALL olaraified waste hae boen properly sooured, 


(4) Slansified material has not ween diseardod in wante 
oaslottite 


(5) ALL ~.ndows ure Lodade 


(6) Lights are oxtingudshed in wncoupled roang, unlose 
othemddao apo oltlode 


4e Wight Putty Offloeers = Scourlty Only 


te A ntatf’ of Night Uuty officers, attachnial to the SacurLty 
OfMeo, will bo saeirmed to security duties botwan tho hours of 5:00 
Pele (1700) and 8:50 Asif, (0850), Vondays through vrdidaya, and taonty 
fow (24) hours on Saturdays, Sundays ond holidnya » 


be Night irty officers wilh conduct nightly soourtty sheolca 
of OIG Dulldinw, usually one luilding, ar nn area within sn buildin: 
Gach nighte No sot pabtern or rotatlon syuton with respoot to the 
buildings to be taspoeted will be followade Tho building to be cheek 
od is detorninod daily by the “scurity Office. 


Se in conducting their soourdiz checks, the IMeht iarty 
Officers will check safes, the tops of dusks and other equipment for 
oxpotiod classified material, windows, classified waste, onvolopes and 
wil) note sonditions presenting security hazards, Theso officers will 
aso conduct spot chooks of dosk drawers to determine whether they com 
tuin classified nnterial abow HUSTRICEED, in violation of safeleoping 
rolntlonse 


de Tho Wight Duty Officers will respond to reports fron the 
PRA Guards in connection with open safes and oxposed classified materinl 
dotectod by the members of the cuard force in tbe course of their night 
patrols; hendlo all other routine efter=duty)Boourit: problena and 
propare reporta of nacurity violations, which aro subsoquomtly formurded 
to tho appropriate CIG officials by the chiof, Security Division. 
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EOSIN iz GENERA 
l, Purpose 


Tho purpose of this Lnstruotion is to set forth the gene 
eral activities of the Prorsonnel Division, acquaint employees with 
the basio Civil Serviow rovulations as applicable to GIG, and 
provide a guido for oporatiny offtotals with rogpoct to thelr roe 
sponsibilitios as related to personnel adninistration, 


Ze Terminology 


The definitions given below, while not necessarily con- 
plete from a technical point of view, conform to the uenerally 
understood moantnys of the torms, 


Civil Service, ag tho ters Ls cenurally used in the Federal 
Government, relates to that part of the publto civilian service 
under whieh appointments to positions sust ba aade in accordance with 
the provisions of the Civil Servico Act, applicable ixecutive Orders, 
and tho rules and roculations of the oivil Service Commi asion. 


Rule means Civil Sorvice rule, 
ate ee 


Competitive service shall havo the sare meunin. as the words 
"Classified Service", or “Classified Civil Service” as definod in 
oxleting statutes and ixeoutive Orders. ‘Tho conpetitive service 
shall inoiudoe all civilian positions in the xxseutive Branch of tho 
Government unlosas spesoifically oxceptod therefrom under statutes or 
ixooutive Order. l’ersons oocupyine such positions shall be con- 
sidered as being in tho conpetitive service whon they havo a conpste 
itive status, 


Positions excepted from the competitive service (Schedule A 
are filled by appointment thereto aT toc competitive oxamnaction 
because of their confidential or policy—determining charactor, or 


because it in not practicable to make appointments thereto through 
competitive examination, 


Competitive status means a status which permits a person to 
be promoted, transilerred, reassigned and reinstated to positions in 
the compotitive sorvice without competitive examination, subject to 
the conditions prescribed by the Civil Service rules and rocgulati ons 
for such noncompetitive action, A competitive statua is acquired by 
probational appointmont through competitive examination, or may be 
granted by statute, Exeoutive Ordor, or the Civil Service rules. 


Continuous service means an active duty status, but may 
tere eateries  ) e 
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Anolude a vronk In sorvige of not more than JO calondar dayne. 


Depurtuental service moans the headquarters office of an 
agonoy, Generally, poaltions in that part of any agenoy losuted in 
the Diatrict of Columbia aro in tho dopartmental sarvioo, 


KLold service moans thet par: or parts of an agency tha work 
of which Tnvolves thc localised oxecution of sontrally dotornined 
policion, aotivitios, or prograno., Altnough some agoneles have 
offices outside the District of Columbia which ere in tno depart. 
nontal service, conorally positions in offioos outside the District 
are in the Plold sorvice, 


position monne an agarscation of duties ta be parforaed and 
respona,witltlos to bu discharced wy one cergen gven though no >orgon 


fa dilgcharcin: thor: ato a clwen tlic, 
I hel Ars 


Clasa of positions mvans a group of positions whlch are so 
sindlar in duties and resdonsibllitios as to require substantially 
the same ability, cduvation, exporionece, and knowlu.ise for Gheir 
perforsance and as to justify the sane tuata of Citeeds and tho aiag 
soule Oi’ pays 


Service moans a broad division oi classes of vositions into 
sroups bwéadly simtlur in duties and ‘ossonsibllitics., There are 
four srincipal services ln the classified civil service. These aro; 


& Profvuusional ané solentific dosisnated ag "Pp," 

be Clerical, aduinistrative, and fisoal dusivnated as 
C. Subeprofessional, dualcuntad as "SP," 

d, Orafts, protective, ond custodial, desimnated as "cro." 


Tas e cf 
wisi @ 


Grade means 2 subdivision of e survice, which includes any 
number of classes of positions, the incumbents of which way bo equie 
tably compensated at rates within the sane scale of pay. 


Classicying « position weans allocating it to its class, 
service and srado, 


Orficial station senorally moans the place at which or about 
which an @énployee performs tho major part of his daties, 


Promotion means a chanze frou one position to another position 
of higher crade” or hivhor ninimun salary during continuous service 
within tne sane asency. 


Chance to a lower grade means «& demotion from one position 


to another position of lower crade or lower minimum salary during 
continuous service within the same agency. 
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tonioval means soparation Crum the service on oharges of 
dolinquency or misoonduct, or because tho omployoe's capacity La not 
sufficient to justity hia retention in the sorvice, 


Qoassipunent meang a ohanne, wlthout pramotioa or donotion, 
from ono Poulton To unothur position in a different line of work 
(such as from clerk to steno ravher, chaulfour to cuard, eto.) or in 
the sume line ot work (guch as fron clorkesoarchor to clerk-rocorder) 
or la gervioe (such as subprofessional to olertoal, adulnistrative 
and fiscal) during centinuous servloe ‘vlthin the same arency.s 


whthin grade salary increaso means an increaso fron one rate 
of pay to another within thea same c¢rade and without chang dn position 
of duties or responslollitios, 


Eftieloney rating incans a written avaluation, tandny an 
adjective form, of the performance over a period of an employee in his 
position in the claguified oivil agrvico. Thin rating is one of the 
factors considered in determining within grade salury inorgases, 
promotions, turminution, and other personnel octions, 


Scale of pay means the rates of pay ostablished for a rade, 
sone ating ST RBIS and maximum rate and one or more intermediate 
rates. The intervals butween the mininunm and maximum rates are known 
as "steps," . 


sligiblos mean porsons oortifled by tho Civil Sorvico Com~ 
mission as being TualifLed for a vivon job and oligiblo for appoint~ 
mont to that job under tho rulos and ravulations of ths Comnisaion. 


Poy period means the period ror which compensation is rege 


ularly paldy For ver annua employees a pay period consists of 
fourteen calendar days besianins overy second Sunday, 


Nea position is « cosition which han nol previously been 
allocated and carried on the records as a currently existing positlon. 


Identical Additional Position is an additional position 
which has duties and responsibilities identionl in all respects with 
these of an existing position previously finally allocate: by the 
Conaission, is in the samo sorvice crade and class, and is uncer the 
game iomediute supervisory position in the orvsnisation concorned.s 


Reclassification means the establishment of « different 
classification tor an existing position resulting from reconsideration 
and reinterpretation of the original classification. 

Vice Change means sn appointment to a position previously 


allocated which has been vacated and in which no change in duties or 
responsibilities are contemplated, 


COMEIOCAITTAL 
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3. ‘unotions 1 Orrant zation 


a, Punotions 
The Personnel Division, P&A Pranch, is reaponsible for: 


(1) Ustablighing wad clugsliyin: positions in socordance 
with Clvll Service Rules and Yeculations, 

(2) Interviowing, evaluating: and usslening applicants to 
to established positions. 7 , 

(3) Plaanin;, orpaniz » and conductins trainin: and 
orlentation programs, 

(4) Naintoluing rosorde/and orodossine: all personnel 
notions such ag appointaent, transfor, promotion, tormaduuts ory ObG, 

(S) Operating dis-ongarios and wnerrchey roanus bo provide 
medical services to umployeos; and developing an oaployee’s health 
program, 

(G) Aduinistering a Personnel Relations Program including 
efficienoy ratings, welfare activitios, liaison activities betwoon 
employees and operating offlolale in sonneution with employee 
ad justsents. 

(7) Administering military and naval personnel in ace 
cordance with regulations of the respective survices. 


be Organization 
fo accomplish the functions set forth above, and any 
related dutios, the following Sections have been oatablished within 


the Porsennel Division; 


29X1A 


’ 
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1. Goncral 


a Authors ty 


(1) In accordance with tho provisions of the 
Glagaification Act of 1925, as aaondedstne uuthority to entablish and 
clausify positions in the CIG is vostod in the Diroctor of Contral 
Intellic¢ence subject to roview by tho Ulvil Service Comulasion. 
(2) The Chief, Pessonmel division has basen dealer tol 
the reuponsibllitios connected with the above authority. 


be Purpose of Clagsirloation 
The purposes of classification are; 


(1) fo establish specific positiona within the orpane 
ization Lramewerk, and thus provide data for use in budzet planning 
and making anoiyses of tho cost of adnuinistrative functions. 

(2) To show the relationships of the vaious positidéns 
to prevent overlapping of duties, and to provide a basis for planning 
the flow of work through the orpanization and for determining reduc- 
tions in force and furloughs by disologing any duplication of functions. 

(S) fo provide employees with a soncise stutement 
of their duties and responsibilities ond thair rolation to the org.r- 
iszation by describing the duties roquired ln each position. 

(4) To provide o basis for such actions os appoint~ 
mont, transfer or promotion. A porson can be hired by an asency only 

after a position has buon established. Likewise, a person even thoush 
qualiliod for sromotion can bo prometod to a hicher crade only if a 
vacant position oxists at tho higher rraJja. 


Oe Princiolos of Classivioation 
wasevenatnastnnesinstpvetl anbsutaaipinee:taarasasenien taasineddinannpeetiestovastetarantessepensipabentndane 


Tha basic principles soverning the classifryin; of 
positions aro: 


(1) The correlation of salaries with work performed 
in such mannor as to provide equal pay for equal work. 

(2) The standardization of allocations based on 
occupational field, degree of difficulty of duties, level of responsi-~ 
bility and qualification requirements of the work. 


Ze Classification Methods 


a Job Audits and Surveys 


Upon determination by the Advisor for Management as to 
organizational structure and total number of positions required to 
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aduinistor functional responsibilities within an orpanisationul 
unit, tho Classification and Salary Adminiotration Section will 
condust Classiflontion surveys, Those surveys are conducted in the 
followiny, mwannor; 


(1) fhe Chior of the Offico o. ybtalf Section 1a noti- 
fied of the tupending survey ond vequastbed to furnish Cunetlonal 
statewents for sach sapment of the Ofhion, 

(2) The Glassifleation Analysts roviow auch statesonts 
and arransa pergonal Laberviews with tho chlel of the segment el the 
oLtieo which Ls to bo surveys, voroush Interviens, the dutjen and 
responsibilities wo. individual posltions aro detormiuced, 

($) Position desuripbtlons aro propared, ulloontions mando, 
ad referrad vo the inher of the Oftieg undar survey Tor his tinal 
roviow. 

(4) A description of all posltious within the ofriea is 
then prostnted to tho Givil Serviso Corsdlesion with Phusl Avancy 
recomendations. whe vlvil Service Coredsuston repregutabive, 
through conferaunces whith She ghiucallicatlon snelvat ond orficials 
of tho organization, determines the »rourioty of tho upeucy recone 
rendations anc indicated final Civil Servles Cormission action. 

(5) Upon receipt of final approval by the Civil sorvice 
Comision, uv table of orvanisation is prepared, on which is 
indicated the titlos and grades as approved by the Givll Services 
Goniession, and torwarded to the Advisor for Hana enont. 

(G6) Upon approval by the advisor for Nanagement copies of 
the table of organisation are forwarded co the Orflea or Staff 
Section concorned, the Personnel Division, and the inance Division, 

(7) Position control records are establishod and maine 
tained by the Fergonnel and inanoe pivisions to insure that ;radss 
established in tables of organization and total positions author. 
{zed by porsonnol ceilings are not axceeded, 


be Individual Fonsi bion Classification 
| aS RS HERR SETAE BE AE ARN RE SEND OP SME RRA PNY AE TP MEL EA ET ITIL TELL LEETID 


(1) Whenever a change of duties, initlation or expiration 
of & job or an increase or deorcvaso in work load occurs, an officlal 
establishment, re-classification, or cancellation of an individual 
position will be in order, Requests for such action should be pre- 
pared by the Office or Staff Section concerned on worm io. S7-S5 in 
triplicate and routed to the Classification and Salary Adiainistration 
Soctictte 

(2) A Classification Analyst will snalyze the duties and 
responsibllities of the positions concerned py making a dosk audit 
of the dutios involved snd by interview with the office or Starf 
Section chlef, the inciubent of the position if the position is 
filled, and tho immediate supervisor. 
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A written desorlption of the position will thon be prepared by the 
Claseifioation Analyst and reviowod by the Office or Staff Section 
chier as to evcurocy of detail, 

(3) After agreement as to accuracy of the statoment of 
duties, the classification aualyst wlll assicn the position to the 
appropriate service and grado in accor ijance with the standards and 
specifications ontablished by tho Civil Service Commission, and will 
subsit tho position desoription to the Civil Service Commission for 
revien and approval, 

(4) After approvn] by the Civil Servico Commtasion, the 
position way thon be fLllod ty « qualified Lnioumbont or now 1. colntee. 


CONFIDENTIAL 
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OB cece: A) OL EIGN OF LST EL, 

SS EB pe a RP CaP LER AIC Da Se OO 

te | MUETEL 
baste eee enee eames a 
25X1A 
be Civilian 
25X1A ; : 
It is the raaponsibillty of the 
a « operate a progran of reoruitwont and salootion Ln 
complinnge waits apoklcuble civil Servies aulea and CIT polloles 
which will antisfaoterily moet tio opr rea ros wd rene bo a? the 710 
uw 
OffLoen mci Star? Nuctlons. 
oe hw will maintain olese 
liaison with orttoas and Stal seutions rayarding the priority of 
pormonnel requirements; whth the Vinence tivialon toparding personnal 
geiilnrs and authorised vacancles; anc whith pote ential gouraes of 
sual $ftsd fuuiyiduals to inaure availability of cersenmal te SLL 
weeaneius 9 Choy oats 
MELE ary porsonael will we promared Lr aguesianca ublth 
Ae Se Oe ae thee pede UCL hg aT ae . 
em aisle tals Psat int ot aLaD saat 
we eit lod aga Cadimsl all lies 
- Paci eines wt A 5 FIP A ele eC AD AIM RE 
25X1A 


Re Th is Tespanshile Sor 
mado oll iottial soafucta ond Clsel onal taunts in “goa mnoctlen ah th 
yoomal cor nitivities and will initiate a2] refjoction nethaas te 
wade “Ligan ta 

” 44) oeSiee and tut Souk heads glll love an oppor 
We ten) ty wh? tntoers a SEE aaa Ser woes he ay yvodect Peoerss t tae WD Bie OU to 
CQL vacsseles under thelr fusclociation; Lowever, cuca officlals will 
make no steppe aradi rest rugurdin: oaylovment or oalery te individuals 
who muy Ua contacted airestly prior to references to Fersomel oivie 
glone 

be The Porgomnel Division ls authorized to procure and 
hire elericad ond aduinistrativo porsomneal im the rradco 2itel 
through 6 eke SeGe 

Qe The Chiok, rergonnel Division, may take Sinsl action 
for thy Director of Central Intelligence in casos involwing grados 
CAFe, to CAMel2 inclusive, and il to Ped inclusive, provided the 
hoad of the usin; Office ar Staff Jootion cansurs.e 

ad, The Deputy Director must aporove fer the trector 
finel hiring in all cages invelving crades frum CAtelS to CArelS 
inolusivd, and PG to fe} inclusive, ‘Soncurrenoe af the head of 
the using Ofvice or Staff section will ba obtealned ty the Tersomnel 
Divialon orior te preoscitetion to the maputy Blreotor for decision. 

O Cases involving taaprecsest betuoan tho using affice and 
the Parsamel tiviealoen will te referred to the Exassutive for Person 
nel and Adninistration, or to the temty Director Lf the txocutive 
for Paraqimel and Adsinistretion vamuot arrive at am serecsont with 
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the requarting O1fLow, 
3. Frosaduroe 


a, OLfLoo or Stall Sootions will submit forma ho. 37-8, 
Reoruithnont Request in triplicate, outlining personsel rogquirencnts. 

be Applloations of qualifying Lndividuals will be referred 
by the Procurenont & Placement Seotion to the OffLee or Staff Seotion 
hoads acconpsnied by Form S7-9, Referral Shoet, and will be roturned 
to tho Procurement and Placement Soction by the dead~lino date 
indicated thereon, If a qualified applicant is at hand, he may be 
roferred in person to tho Office or Steff Seotion concerned. 

CG, Upon acceptance of an applicant by the operatiny Offloa 
or Stalf Sootion, Form 37=3, Personnol Action Requost, will bo aut - 
altted in triplicate to the Personnel Division, 

ad, Upon receipt of Form 37-3 and other allied papors in tho 
Personnel Division, final determination of qualifications to fLil 
the position recommended will be made by the Personnel Division and 
Form 38-1, Personel iistory Statement, will be sont in duplisate to 
the Seourlty Division for sesurity clearance, 

O. Applicant record files will be maintained by the Pro~ 

25X1A RE? will reasin yendinc until the 
prospoctive cmployse is olther acceptod or rojactode 
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BE owroures 
1, doneral 


Undor the provisions of Executive Order 9830, all positions 
in the Contral Intelligence Group are excopted from competi tive 
service, Appointnonts will be made under Schedule A of tho Civil 
Survice Rules without oxamination by the Civil Service Comission. 
An excepted appointinent under Sohedulo A shall not confor a compete 
itive status to the appointment but may bo converted to probational 
statug in the event the employve passes a Civil Service exunnation 
and is certified to this arency for probational ap volntuent, Any 

person having a competitive status who occupies a Schedule A 
position shall be ontitled to the protection against ronoval afforded 
by Civil Services rules and regulation. 


oe Authorl ty 


It is the responsibility of the Chier, Personnel Division b> 
aucartain that CIG polioilus and the standards established by the 
Civil Service Connission are observed in connection with the omploy~ 
nent of all civilian cuployees. Tie Chiel, Porsoanol Division has 
been dele;ated the uuthority for tho appoiniaent or separation of 
civilian onmployoos and consultarts for the departmental and field 
HAYVLCOS. 


5. Proroquisites to Appointuont and Imtrance on Duty 
aan aneatentnenaineaimecnenemeamn natant aah eneiaetnta tina eitmmntiniteeen meme eames naan es ame enema nate nan onnn mata ee ET 

Be Civil Service Heselutiona 

a a RE cat EER am PR PERT RON A TE TOR IN BIT En ERP 


Givil Sorvice Rosulations Part 21 (See pti Chapter 2-1) 
defino and preseribe rogulations regarding appoinksent to positions 
excepted from the competitive service, The Personnel Division is 
responsible for carrying out the provisions of these remilations as 
they oertain to the LYollowing items: 


Lilitary preforence 

Other preference 

Uniform treatment of applications 
Standards of Qualifications 
Examination of applicants 
Malntenance of envloyment lists 
Selection 


LO Oe Ge ON flO 
NAP ts HY 
nee ne Ngee Meret Mag gl eet Corer? 


b, Security Clearance 


All appointments to positions or assignment to duty of 
porsonnel in CIG are made subsequont to approval granted by the 
25X1A Security Division in accordance with the provisions of CIG Admin~ 
istrative Instructions J : 
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¢, ivaluation and Aptitude Testing 
se cdeidientanigeaitens otancet ce hoon oa ee ee 


The whll tust thy 
mill aud aptitude of all applicants esccotably Cor anploynent, ‘fhe 
various ovorating offlodala will Aural s : sath sophie tanog due Mae Lng 
Linguists and othur toochnpgad Lye ltd wy the 25X1A 


Dweting Unit so that the Tay’ Mge 
cortain if the applioant La subtable to rill a noaltion pagulrdiy: 
| apvotal qual iffoation, 


. d. iolense Yran Peasant haghowine Acenoy 


The Persamel Division will nopotlata the rolesse ov a 
prospective aupluyao in tho event the orespuative aa-hoysa Ls aucloyed 
by eno thor eeaceal hegoney., This ney otiution i3 roquire) where the 
prospective esployes has not nrevloualy doun srowlded wlth a Letter 
of yolouso from hia own waploying, acenay. 


4e Avvoimbaont and Entrance on faty 25X1A 
(o00 heagh peer Ae eRSAlaD rela Greene deRiE nt memelrnetiman enentoRtetion Hate mAanincte 


ae Alter the Agve boar 
25X1A carried out in socordance with the predwduce outlined under CIG 
Administrative Instructions Ri iad the applicunt has qualified, the 
applicant will then bo advlced to ruport Zor duty to the Tronsactions 
and Hecerds gection of the Porsonnel tivision, 


Ve AG thia thaw tha employeots fle will be obtained and 
theeked co inure that ths followin: forus aro contained theroin: 
(1) Standard Yorn O7, Application fer sederal vonlowmant. 
Fos OGel, bersonal Slotory Statenunt 
i Latter of Qeleage (TP transferred from another i. S, 
Acenoy) 
%. The amployes will be voqudred to gemplote the following 
maditdoneal forsas upon ruperting for uutyy 
{4} Form 61A, Gath of Offioo, Affidevit and veclaratian 
of Appointee. 
(2) Form Sfe2t, Noneirike Atiidayi, 
(3) orm Wed, iaployeos ‘ib thholalers tromptlan curtiftoata, 
ad, The omployoe will then be clive a Fora Soe2, Roquest Lor 
Grodential and sent to the Saourlty Division for any necsasary indoc~ 
trination. 


6. Upon campletion of tho above items, the employes will ba 


sont by the Personnel Division to the Administrative Officer of the 
office or Staff Section whers he is to be employed. 


Se Appointment Actions 


| | : Approved For Release 2001/09/06. : CIA-RDP81-00728R000100010001-2 


NCEE ALT EAS a | 
appro hy abhie cb hsios : CIA-RDP81-00728R000100010001-2 
CIO MANUAL OF AITYTSTRATIVE TUGURMCTIONG =a 


29X1A 


the following aocuments will be prapared on one) new nppointes 
by the Pexsonne) Division and aistrdbuted ag indionteds 


ae Stendacd Fors 6), Notitloantion of reraennel sotion, is 
propared {n an original and 7 co;los anid distributed os follown: 


(1) 


(8) 


2 coplos to rudget Gaotion (after proper reaordiny 
on position contro) cards, these copies are routed 
to the kay "oll Init for Pay Roll potion.) 


1 copy to Clindsntstoasion Sygotion 
1 oopy to cavll Sorvice Commission 


1 vopy Cor covsonnal Journal (naintained in Spans} 
avtions and Racordsa sqation and Ciled in nonthly 
bindorg to ¢gom ecanpleto record of each notion 
preparad) 


1 copy to Previous Opganization (when exployen has 
had provicus govermont service and cones to Central 
Intelligence without a break In service) 


l copy for jarsennol Polder 


1 copy for tmployen (This copy fa transmitted to 
the Adninistratlve Office of the exploying Orfics 
or gtaff Seation Zor reeording and then tu the 
employee. This serves as the notiMiecstion te the 
originating office of the approval and completion 
of the request for peraonnel action.) 


be COC Form 2896, Petirenont record Card, is prepared and 46 
forwarded to the Toy Roll Init, “sseal Section, attached to the Pay 
Noll copy of Yerm 59, 


G. Form w=4, Employees Withholding Exemption Certiriocate, 
is prepared by the exployedand attached to the ay Roll copy of Yorn 50 
for trenenission to the Pay etl tait. 


4 WD Yerm 76A, Service moord Card, is prepared for every 
new appointee end filed alphabetically in a visible eard flie. All 
leter astions on the enpleywe are posted to that card frou Form 60. 
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| PRONUTION ALD CHANGU TO LAER GLADE 
Le WAthine;rade Salary Advanoononts 
Salary advanosnonta within grade aro of two typonor 


fie Poriodio pay inoreasos rade in acoordanes with the 
Yodoral TLaplovoos Pay Aot of 1945 whieh prvuvidou dnoreanus for 
employees having 12 rionths continuous sorvivo in grades in which 
tho conponsantion dnoromonts ara losu than £200 por annun or 16 
nonths continuoun survico in grades in which the sonponsation 
inoeronents aro $200 or jtore per annun, providing s 


(1) That no equivalent inorgnse dn componsntion Lor 
any Gnuse wos received during guch portodg 


(2) That an officer or omplovoe sinll not be ade 
vanced unless his curront officiondy ratiny; ia "ood" or batter 
than "Good's 


(5) That the service and conduct of auch offloer or 
orployoo are certified by the hond of tho dopartuont or ayengy, or 
such of fieial as ho may dosinznate, as being otherwise satiafuctorye 


De Adainistrativo incronses civon iu rare cases for 
superiur aooomplishnent er when justiflod by spocific ofrewrstancote 
The Voderal Pmployeus Pay Act of 1045 providons that, within the 
linits of available appropriations and as rowurd for suporior aocone 
plishmonts, additional within-grado componsation advancenonts may be 
made but any such additional advancements shall not exesed ono stop 
aid no employes ahall be eligible for nore than one additional ade 
vancerent hereunder within ench of the ting puriods considered for 
periodic pay inorensog.s 


ran Pronotic ion | to shor Grado 


Me CId employees will ba promoted within the A;enoy to highor 
grades whon such vacancies goccir, subjoct to the rollowiny conditions: 


(1) A vnoant position of higher clanaificention must existe 


(2) Tho individual nust moet qualifications roquiromonts 
of the position for which ho is being reoormonded in 
accordance with tho standards established by the Civil 

Sorvice Comaission or by Cie 


(3) Promotions of nore than one grade higher than the crado 
hold by the omployee at the tine of the request will 
not bo recemmondod. 


(4) The following table specifies tho time in grade ro= 
quironents which nust bo net prior to the initiation 
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of notion rvoortmaniing a pronotions 


Te $s? CAP CPC PIES IN GRADE 
g oe Se etait 
a 2 is 3 Vonthis 
3 re) 3 
4 4 
foe ae 3 Fe te ante = 
1 G & 6 6 Months 
| LEP ie hs age eee epee 
2 8 7 3] 9 Months 
! 3B 9 
Q 
u ew ae ce ne Cage GP Py ee ee ee 
10 
4 il 
ie) e 12 Mombhs 
it) 13 
7 14 


SDE Ch ELIAS A RY AOA DS bles COPED 


be Reoornnondations for promotions will be mndo on Form Noe S75, 
which will inolude 2 statement that the roquirononts sot forth above 
have boen mete 


Oe No exoaptions to the provisions of paragraph oe nbove will 
bo grantad without the spoclfla written approvl of tho Director of 
Contral Intollisoncce 


Se Chango to Lover Trade 


fe A changes to lowor prado ray bo rade because of reolanni fie 
cation of position or beenune of failure of any omployoo to adequato~ 
ly carry out tho duties and responsibilities of his asaigned positions 
If an omploye io assigned to a lower prado beenuwe of an"Unsotisfao= 
tory" offioiunoy rating he must bo paid at a rato not in oxcoss of tho 
middle rate of the lower grade. 


4 Routines and Rocords 


fe No action is required on the part of Offioe or Staff 
Sections in effocting automatic withinegrade salary dinoroases of 
omployoose, Tho Personnel Division will maintain adequato records with 
respoot to olisibility for within~grado increases and will effect 
necessary actions without any rqquoat from thu Ofsice or Staff Sections 
Hawover, the curront officlonoy rating and conduot rsport nust be oh 
hand before any action is takene 


be Requsnats for Prametiona or Change %@ Lowar Grade will bo 
initiated by the Office or Staff Section concerned on Form Noe 37-3, 
Persome] Action Request, procossod by the Persomel Division, and 
after approval of the Chiof, Persomel Divinion, the nooossary action 
will be takone 
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de Treawsforas fron other Us 3, Ayonoles 


In offeeting transfors of waployoun fron other Us Se agyonolos, 
approprinte notion will bo rade by the rorsonnel Divination 4n accord~ 
anos with the prosoduren outlined undor “Rearudtnent" arul* Appointe 
mont" (CId Adninintrative Instructions _. «) 


OA NO Ni eS AAO nS te steadied 


2e Transfers to othor Ue We Agencios 
“rat niananghs xarengle mined mean Be 


Whonevur an omployeo dosiron to transfer from VIG to another 
ayonoy, ho will notify his drroediate superior far onough in advance 
(at lomss 16 days) to allow sufficient tino to seaura a replacement, 
The Offioe or Stall sootion will refer the muployoo to the Personnel 
Division Jor arrangenonts regarding propor cloaranoon, oxit interviews o 
Ob0e 


Upon conplotion of tho transfer notion, the O£LPieial Yorsomel 
“older guntaining all doowwnts of parnanent record, oxcent thosa cone 
fidential to CIG, will be forwarded to tho now onploying agenoye The 
Persomol Division prior to transforring the O2fielal veraemel Polder 
will extract all tomporary records and all records which are confidois 
tial to CIG and will mike a reoord on the onployoo'n service oard of 
tho date of the transfer of sho eploveo, tha date of the tranumittal 
of the Vorsonng] Felder and the nane and loentdion of the avonoy to 
Whioh transferrede Subsequent raquests to UIC for infomation ropnride 
dng an umployoo who han transferred to another agoney whll be formrded 
for roply to the Aveney te which the omployoo has transforrude 


Se Tranusfors botwwen OLfhe0 ar Stall Saotions Within CI G 
LE LOE CRE AOS TCA tr Oa SGI a Nt aan Bat LENE en ~Aaratn-apwate Bh-ts birt oe 


MM Personnel oaployed by or agsignod to CIG will not be pore 
mitted to seek a position or agsimment in aothor offfec of CIG withe 
out the prior written approval of the Assistant Tireotor, his Deputy, 
ox his Exeoutive Officere An onployoe acekin; reansignnient will proe 
pare Q@ memorandum to tho Chief, versomel Division roquostin: that ho 
be considered for ronasipmont toe a position Yor which he is qualifiode 
Tho requost rust be approved in the mammor outlinod above prior te 
subnigsion to the Pornonnel Divisione 


be Similarly, offices will not intorview or seck the transfor 
of porsomol assimned to other offices within CIG unlusa the individ» 
ual presents such written permisnion to soo a now position or assipne 
nonte 


Ce In all cases n Form $75 will bo initiated am! forvmrded to 
tho Personnel Divinion by tho Offices or Staff Soation to which tho 
onployeo is being transferred. 


“ae Zrannfors involving Change—of oefieinl Station 
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gre Te META 
GONE DLN A hee. 
4. Transforn Involving Change of Oftielal Station 


The authority to trausfor olvilian ouaployoes from one of ficlal 
station to another and the paynont and redrbursenert of wll oxponsop 
4noident thereto dnoluding travel and the transportation of all housae 
hold poods and effects nnd dopondents of cach empLoyws has boon doloe 
gated to the Chief, Porsonnel Vivision. 


Whonoever a vhange of offlolal atation of an enployeo La dusired, 
tho Offfeo or Stalf Sootion will make a ruquest to the Pernonnel 
Division on Porm 37-3 at the smo timo that a raquonat for travel author» 
Lention in made on Porm S46 or bhe25. 


The Porgommoel Division, upon receipt of Porm O76 will, acter 
shooking to ascertain that tha transportation Lor the aployoo has boon 
clearod, prepnro oa Tyansfor Jettor Authorluin: Carmanont Chango of 
OfMoinl Gtatione The lottor will contain: 


te Authority for tho employee to change his officlal station 
ond for tho paymont of the oxponses inoident thoretoe 


be Whoru applicsblo, authority for the omployve to transfer 
his household ¢oods and offecta and to oirtain rol:>ursemont thorefare 


Oe Where applicable, authority for tho transportation of the 
employee's dopendonts and redubursonent therefore 


de In tho caso of purmnent transfers to oversoan stationn, 
authority for tho paymont bo the employes of quarters and cont of 
living allowance or spooiul allownncoes or salary differontial, whora 
applicabloe 


The Transfer Lotter Authorizin, Pormanont Change of Oficial 
Station will be propared in an oriciual and 6 copies nnd distrilutod 
ng followns 


Original to employee 

2 copien to Macnl (1 for Payroll and 1 for Travel) 

2 copics to Transportation (1 for Fransportation and 1 for 
Cargo) 

1 copy to Froersomel Files. 


Furthor information regarding transfer of amploycos botreon 
25X1A offioelal stations is contained in CIG Administrative Inatruotion 
Se Dotulls within CIG 
&e Employoos within CId may be temporarily detailed to positions 
in tho sano line of work for linited periods to neot omergency work 


situations (for exnmplo, the dotail of stenographers and typists from 
the stonographio pool will be made by the Procurement and Placenont 
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Sootion)» Suoh temporary dotadle may be nade by responnible admin 
istrative offloials and will not requiro tho submiansion of Morn 375, 


Personnol Action Requuute 


be Tho dotail of omployvon within Cla to higher prade positions 
or to positions in different linos of work are authorized by law withe 
out chanze of civil service or pay status up to a poriod of six monthse 
On such detaila the using offlee wlll sulmit Fora 3783, leraomoel 
Aotion Requent to the Vorsomol Vivision, atatinys thereon the anticie 
patod duration of such dotalle 


6. Yeotatls to clG 


Civilian omployeos fron other governnent agenoeios nay bo detaile 
od to CiG on a roinbursable or non-roinbursnble basive Upon seulootion 
of these individuals by a CiG Office, Vor $7=3, Personnel Action Ree 
quest, stating tho duration of such detnils, will be submitted to the 
Persomel Division in the usual mannere Sush detailed pornonnel will 
bo aubjeot to the san security requirenonts as parmanont CIG porsonnele 
In the conse of reimbursable details tho vorsonnel )4vision will provide 
tho inanl Section, Financo Division with a copy of tho baria agroomonkt 
to onable the establishnont of oblipntions 


Ve Dotatils out of CLG 


Details of enployous from Cle to other soverment a:oncies will 
not be made except in accordance with apucially approved projucts or 
upon spuelfio approval of tho i4rooter of the Daputy Direotor in indi « 
Vidal Gadede OFLLeo or Stall Geotions dotiring to make gush dotails 
will propare a detailed oxplanation and justification which will be 
submitted to the Office of the Director for approval prior to making 
any actual commitments with rospoot to such detailse 


Tho graeme] Division will be rosponsible for effecting the 
dotails in accordance with npplicable rorpulationse 
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BE erasers 


le Resignations 


Upon an orployoe'ns deooigion to rosign from the Aionoy, the 
Orfivo or Staff Section will submit ta the Transactions and Records 
Seution Form Noe S73, Request Lor Pernormel Action, in triplicatoe 
All copius of this form will bear the signature of tho omployey and 
will stato the reason for rosignation, and the renotion of the inie 
tdating and approving offioor to the ronsignatione Tho Versormo)] 
Division then will make arranynents for preeoxit interviews and 
Clearances and will procosy the separation aotione 


2e Transfor 


Rnployees who havo oonpetitive atatus ond who transfer +o 
anothor povermaunt department or agency without a braak in servico 
will not be separated from CIO by ranipnation but by "Separation for 
Transfer." Howovor, ymployees who are on an oxcopted appointment and 
who do not havo conpeotitive status will rosign from GIG even though 
thoy aro to be placed on tho active rolls of anothor department or 
agoncy vithout a bronk in services All aocwumulated leavo will be 
transferred to that departnont or agenay ££ tho position is within the 
purview of the leave aota of March 14, 1956 as provided in the Fodoral 
Personnol Mnanuale 


Se Rotirenent 


Tho separation of all omployees elic¢ible for rotironent under 
the termi of tho Civil Sorvice RetdrtAdnont Aot will te handled in 
acoordance with instructions contained in chaptor Rev, “ederal 
Persomol Hanual. 


Ae Digquel ifiention 


4n onployoe may be separated for Lailure to complete tho probae 
tionary or trial period satisfuctorily or because of information which, 
if knom, would havo disqualified tho employou for the appointmente 
The Personnel Division will be notified of suoh denditions in writing 
and will proaeed to separnte tho emplovea in ancordance with applicable 
rogulationse 


Be Inefficiensy 


An employee may bo separated for unsatisfactory porformanoo of 
dutiese In such casos the Office or Staff Section concerned will 
submit a memorandum to the Persomiel id4vision giving full explanations 
and dotallae The Persorme] Division will prooeed in accordance with 
instructions outlined in Administrative Inatructio 
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CONF ENT 
Ce Complotion of Vork 


Upon conplotion of a work assignment on which an omployoo 
40 ongrged, tho omploying Office or Staff Seotion will inform the 
Pernomel Division on Porm 37-5 ag fn in advance an ponnible, and 
requeat that the onployeo ho separntead or agaignod to another ponition 
dn tho orpaninatione 


Tho Torsonnel Avision will proceed either to effeat a 
transfor of tho omployee to another position within tho Agenoy or to 
proooss tho separation action. 


Te iacpi ration 


An cuployee who is appointed for a apcoified or limited 
period will bo terminated autonatioally at the end of the poriod 
apecified in his appolniwnt unlass tho Office or Starr Sgetion initie 
ates a roquost on Form $73 for o renuwnl or oxtennion of the appointe 
monte 


Be Military Furloushs 


Any Civil Services Mnployoo of the ClG, exeopt those sorving 
in & temporary position within tho meaning of the Selootive Service 
Training and Service Act, who enters tho amed forces is ontitled to 
statutory restoration to his formar position and oan be placod on 
military furlough for the duration of his services whith the arned 
forcase 


An omployoo antoring, military service whe desiron to be 
piacod on Halitery Vurlouch will bo required to submit copies of milie 
tary orders or any othar substantinting papers to the Porsermel Divi- 
Gione Tho Personnol Vivieion will thon insue the sopnration action in 
the ueunl mannore 


oe 


De Reduction in Forou 


An enployoo iiny be separated fron the Acency baonuse of lack 
of work or funds, abolition of position or agenoy, or reduced Dudget 
Buronu personnel ceilingse wWhenevor it ‘ns necessary to suyparate an 
enployee for any of thess reasons, the “orsonnel Division in coopora= 
tion with the Office or Staff Seetion concerned will determine the 
employees to be torminated or retained in accordance with tho preforonee 
regula tions for Reduction in Force contained in Federal Persomel 
Manual ~- Rede 


10. Disability 


An employoo whose physionl or mental condition renders hin 
incapable of porforming the duties of his position nay be terminated 
by administrative actions Tho Agency will decide whethor the 
employee's condition is of this naturo, subject to the provisions of 
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Sao Sgotion 4 of tho Veterans Prafvrenco Aot of 1044 in tho 


onso of preference oligibleun. 
lle Death 


Termination of an omployse'sa appointment by death roquiros 
formal soparation action in order to colour tho employee's revords and 
to detormino the appropriate porsons to recoive his unpaid salary, 
rofunds, and oroditna, and to olear any indebtodness to tho Goverment 
ho may havo had outstanding. 


Tho enployeo's innodiate guperior should adviso the Personnel 
Division invaadiately by tho most oxpeditious commmiocations facility of 
the death of tho omployeo togothor with dotalls ns to tine, plnov, 
onuse and clrowistancoss Componsation Form CsA. - 2 should be submittod 
by the inmedinte superior as soon as possible in order that the Porsonnol 
Division and/ or the Sonoral Counsel may mnke any novessary arranoments 
with tho Bureau of Employvo Componsnatione 


lee Adverse Report of Invostipation 


Tho continued employment of any employoo, regardless of his 
Givil sorvica status, ina position in tho Contral Intelligence Aroup 
is conditioned upon tho racoipt of eabisfactory report of investigations 


An adverse report of invesatication which reveals that tho 
employee in not satisfsotory by reason of charneter or loyalty to hold 
a position with the goverment nay bo used as ., basis for requosting 
saparntion of the employode 


13e Romoval for Causo 
4n onployse may bo removed on charges of misconduct, 
delinquonoy or othor disciplinary reasons covered in the federal Personnel 


Manual, Chaptor C 2, Comluct of Gificors and Dmployeon (Seo Acninistrative 
Instruction EE - de 


CONFIBENTiaL 
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ME vias 
de GConural 


It te tho polioy of tho Contral intelligence (poup to aid its 
onployvos in achioving offootivenosa in thoir work through the dovole 
opmont of akills and tho acquisition of knowlodge that will bo of 
benofit to thon in their prosent positionn,. Tho Training Sootion, 
Personnel vision is responsible for organizing and conduoting courses 


of training for this purposoe 
Qe Indootrination Courson 


Traiedintoly following tho first wook of onploynont in CLG all 
new omployoos will be roguired to attend a four hour Training, Conferences 
Schoduling of confarunee attendance will bo arranged by the Training 
Suotion and tho individual employes will be notified of tho tine and 
placo by tho Administrative OfMicer of the Office or Staff Sootion in 
whioh ho is omplovode 


Se Of floe-Skills Courses 


&e Coursus in Stonography and O¢fico=Skills and Yachniques wil} 
be conducted for tho boneLit of atenupraphioc, olorical and administra 
tive omployees to onable thom to obtain dnerensed profioioncy in their 
works 


be Typo of subjects to be govorod 


All subjects jenmerally considered to be applicable to the 
development of office skill will bo coverod in tho projected trainings 
Spooifically, subjects usuelly idontifiad as such are: shorthand, spoode 
writins, typing, copy-readin,’, charts and praphs, inglish, composition, 
ote 

Ce Eli 


sibility yor course trainizy- 


All omployees of CIC are Oligible to receive training, offored 
by the agonoye In sone Gases, employoos will be requestod to take the 
trainings by their supervisorse Those ro uosts will be made by the 
Suporvieors for the following purposes: th ) dnerease of skill; (2) 
inoroase of productions (3) promotional value; (4) cvalustion of omploy= 
ee ability. 


4e Requosts for Speoinl Training Courses 


Administrative offielals who denire to have specialized courses 
of training conducted which thoy think will be of benefit to their 
progran should subnit a request to the Training Section, Porsorme] 
Division setting forth the followiry: information: (a) mmbor of 
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a 
enpleyoos to be trainkag, (b) type of training roquireds (a) bonofits 
expucted ap a rouult of tho traininge 


Ge Couniol Ang, Service 


fe Advhoo and ansistanco will be given to amployoos who desiro 
to onroll din specialised training, spoctal courses, or unlorpraduato 
and graduate training in univorsitions 


be Tho Training Sootion will also interview and advise omployoos 
who dosiro entranoo into fadoral training programs, and will make final 
solections of applicants competing in tho Vedarnl Administration Intourn 
Training Programe 


Oe Information abouts courses 


Training schedules sotting forth the types of soursesa to be 
vondueted and the opening and cloning datos, desired qualiciontions for 
interested applicants, and the procedure to be followéd in enrolling 
Will bo isaued at appropriate timese Spocifie quoriios may be directed 
to the Training Seotion, Personnel Divinion. 
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Ze Gonorad 
Tha Nodionl Seation, Personnel Divinion isa responsible for 
invoatigating and rnking rocormondationas conoerning sanitary and 
hoalth conditions in C1G buildings and installations in Washington, 
aml for tho operation of the CIG Diluponsurye 


2e Operation of the OLG Di nponsary 
Me ilitary Vorsomel 


iflitery personne] and thoir dependents nay rocolve medical 
and dental treatment, physionl exaninations and Lmmanisation shots at 
the loadquarters i. sponsarye 


The following typo of troatment facilitiss ere avatlablo at 
the Headquarters Dispensary for the treatmont of military persomol 
and thoilr dopondents :z 


2) ental Clinic 

$) Ceneral Troatmont Roo 

(4) Laboratory (For Clinical studivn) 
(S) Pharnaacy 

: Physio-'Thorapy 

7) X-ray Room 


) Consultation oan 


be Uivllian Personnel 
Tho Headquarters Dispensary will provide t ho following 


services for civilian omployees of the CiGs: 


(1) Render trontnent for illness or injury occwring to 
employees in line of duty. <All injuries occurring to an employee, no 
matter how slight, should be reported to the Fmorgency Rote 


(2) Make physical exernination of all new employees reporting 
for duty, of employoes prior to asaignmont to overseas duty, and 
immodintely upon roturn from ovorseas dutye 


(3) Givo immunization shots to all civilian omployees prior 
to oversens assigment. 


Ge Hours of Dispensary Sorvice 
The hours of the Dispensary conform to the rogular offico 
hours 6f the CIG in Washington, that is 0800 to 1650 Monday through 


Pridaye Tho schedwed tinc for various types of trenimeont and sorvice 
is as follows: - 


MUR MoU 4 
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Siok Call 0850 to 7000 

Dontal Siok Call 0900 to lov" 
Iawuni sationn 0900 to 1600 
Inorgonoy Trontient ~ OB50 to 1030 


ve Thar gonoLos during: OLfeduty Hourts 


Qe Wlitary 


“rooood in agoordanco with ''D Momo oe 40=505=2 (Soo soning 
map natstached tho rato )e 


be Navnl & Murino Corps 


Repors to Navy Disponsury, 18th Ste and Conntitution Avue Neve 
Oe Civilian | 
In onnes of MAQROM EMRE RICY eall Providence Honpital ,TR2000. 
4e Modicnl Rxamination of Cafatoria aployoos 


Civilian omployoos of tho GSI Cafotoria will bo given an annual 
choot (Ray) exnudination nt the Hoadquartors Dispensurye 


be Civilinn Camponsntion = Injury in inc of duty 


Re All civilian omployuos of Me 3. Goverment vho sustain injury 
dn lino of duty are entitiod to medical, surgieal ond hospital trontnont 
by the Goverment in aesordanoe with provisions of 245, Eaployoe tg 
Compensation Aot of 7 Sopte 1946 an amondeds Troatnont for such injury 
nust be obtained from a Ue S, Tovermont Modienl officer and hoppital 
Af practionblo, by physioiams and hospitals dosizintod by Burvau of 
Inployee's Conponsation, Federal Security Agoneys 


be Any injury sustained by an eriployse should be repored to his 
immediate suporvisor within 48 hours on Form CA@1 (Tmplayeots Notice 
of Injury oto.). This form tozother rith supervinor's report prepared 
on Form CA~2 will be mimitted to the CI Offico of General Counsel to 
bo filed for reference in event of futures claim of benofitu.s 


Oe It ia important that roports of injury bo made in the spoci= 
fled tinoe Failure to do so may result in disallowanou of an omployeo ta 
Claim for componsation benofits. 


de Civilian omployees who aro injured in porfornnnce of duty 
while in the U.5., dut away fron Washington, DC, should soouwre troate 
mont ot tho nearest Govormiont facilitye The employee in such cage 
Would inmodintely notify his (her) superior in Washington who will cond 
taot the Office of the Gonoral Counsel. 


e. Civilian omployogs injured while stationed at an ovorsuas 
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pont alwuld svouxvo treatmont at tho nearcnt Ue. Je Vovermont facility 
availablue If suoh an omploywo ia infured or becands sick in perform 
nnow of duty, the Chief of Misaion shall make such arrangenents for the 
pationt'a hospital oare un ara appropriatos 


fe If Anjury results in dnonpacitation of tha employee for a 
pordod of tim aml partial or comploto dianbility and medical servioons 
or hospitalisation de requirad, or tine and/or wacoo ure lout, a alain 
for compensation bonefita nay be Sled on Form CAwde 


ge Tho feud Nurse (Im. 1276 Que Bldge) may ho contnaotad for 
full information concerning an employoo's rights undor tho Federal 
Componsation ote 
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le (rievances and Complaints 


Qe Jonoral 


(1) It wi11 bu tho rosponaibility of the Personnel Relations 
Seotion to advise on griovanoe -atters, assist in the development of 
construotive day~toeday work rolation@ dhipy, and assemble information 
noceauary to equitably resolve complaints and rulated prob).unse 
Conditiona many arigo which will rosult in dissatisfaction and rosente 
mont on the part of omployeus. A standard outlet must vo provided for 
such problens, and to give oaployous an opportunity to seek adjustuonts. 
Snployees will be enesuraged to seok answors to any quostions and nolu= 
tions to any complaint or grievanoe without rostraint, interforonos, 
cvercion or reprisale 


(2) Administrative offioinls will advise supervisory pere 
somiol of their runsponsibility in making sure that all personel arn 
fully informed of thoir rights and privilegen under those proviationse 


(3) Appouls of of fielency ratings, decisions on tho olass 


‘Afieation of positions, and involuntary separation duriny the pro- 


batiornary trial poriods basod on imbility to porform the required 
dutios, will not bo subject to dinposition undor the Appoal Board 
Trovisionse Moithor will this procedure be applied in making doolsions 
on administrative actions involving susponsions, involuntary sopara= 
tions ami romomls.e 


(4) A complaint or grievance is usually an dmployoo's oxe 
prossod foaling of dissatisfaction with rospoct to hia dhy-toeday work 
rolationships, working conditions, or status of omploymonte Such prob- 
lems or misunderatandings are personnl to an individual amployee, and 
their solution usually affeots only the particular employoe invwolvode 
A distinction between individual grievances and matters involving 
Genoral issues which aro generally considered by mana;anent or croups 
of individuals is nocossury. Problems affecting general vorking con= 
ditions or matters which havo broad epplication, involving gororal 
policy or adniniatrative practioss, are not appropriate for considere 
ation under tho grievanoe pronadurse Requests and inquiries which do 
fall in tho category of criemnoes, should be referred to tho employee's 
imuodiate supervisor for dispositione Deoisions and reasons for action 
taken should be given the employee promptly and in adequats detail, 


be Logal Authority 


Executive Order Noe 7916, dated 24 June 1939, provides tint 
the Personnel Director shall establish a Grievance Procedure, subject 
to the approval of the head of the agency and the U. 5. Civil Service 
Comuinaione The Mrestor of Central Intollicencse and tho Civil 
Service Commission have approved the following procedures 


wee eG ke ote ae ea 
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Oe Applications of Procedure 


(1) This procedure will bo applicable to all odvilinun em 
ployeos who have complaints or erievanoon whieh are personal in neturee 


(2) An omployeo who has comploted lis trial or probationary 
period and is being soparatod for ineffloloncy, will havo the right 
appeal under tho Apponl Board Griavnnoe Provedure. 


(3) Employeos who are terminated for causo, such aa deline 
quonoy or misconduct, may exoroise thedr ricght te npparal such renove 
al under the Appoal Board vrovialons of this Proaodiara.s 


(4) An anployos rny not use tho Grievance of Appeal Procedures 
aus a dolay in tho appliontiongs o* adainistrative action or dooinionne 
This doos not precludy hearings which will be afforded an onployco prior 
to disciplinary aotion or administrative deoisione Such hoarings ara 
Hoparate and apart from the appeal righta of the Grievances Procedure. 


(5) Enployses agninat whon complaints or pricvancos are 
brouzht shall be given thw same rights under this !rocedure as thone 
accorded the employve originating tho complaint or grievancde 


tle Steps and Channels 


In ordor that pronpt solutions of complaints and grievancos 
may be given, the following table and stopy in the Procedure are ostabe 
lished for ohamoling grievunco matterse It is assiwmod that intermed= 
date supervision will bo consulted and informed relative to astion on 
exses involving employees under their general jurisdiction. 


Mirat Stage = Isnediate Supurvisor’s 

Sacond Stage = Branch Chief; 

Third Staso - Assistant Dyreotor of Office; and 
Fourth Starse - Director, CIS 


(1) First Stage ~ Imiodiate Supervisors 


Tho omployoe shall first and al take up with his 
iiodiate supervisor, orally or in wr » any quostion, priovanoo, 
complaint, misunderstanding, or similar difficultye He may bo nocom= 
panied by an employes from his own offiew, who may serve as witnosse 
Tho supervisor will allow tho employee to state his onse fully and will 
promptly and objectively investigate the situntione A brief rocord of 
tho case will bo kept by the immedinte supervisor for his om informe 
tion and for possible roforence should the mattor be referred te higfh= 
or authoritye 


(2) Second Stage = Branch Chief 


If the natter in not adjusted to the employee's satian 
faction at tho first stage and tho exployee desires to appeal, he will 


PA RIPIR Are 
, + 
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subnit his oawe in writing through hia immedinte supervisor, who will 
forvard tho original to tho Branoh Chief, and a copy of the appeal to 
tho Chief, Personnol Division, Olde Tho Branoh Chivf will givo the 
eaployoo full opportunity to explain his problem persomallye The ese 
ployee nay bo accompanied by not more than two CI) onployeos of his 

own choios, who may bo hoard as witnosses. Tho ranch Chief will obe 
tain all pertinont faots in the onto by consulting with othor porsons 
concerned having \:nowledgo of tho clrounstenocuse A written roocord 

wil) be maintained by the Branch thief, inoluding a statanent of tho 
erievanoo, the namos of persons concerned, the nanos of thoae with 
whon the matter has boon dinounsed, # summary of findings, and a statue 
mont of action talon. The snployee will be inforned in writing of 
action taken after full consideration hag beon given the onpo. A 
complote conse rooord will be forwarded to the Chief, Persomol] Division, 
and to tho Personnel Rolations Joatione 


(3) Third Stago - Assistant Director 


If tho mattor haa not been sottled to the satisfaction of 
the employee at the second stage, he may address an appoal to tho 
Assiatant Dirootor, CIG, in the Office ooncornode Tho raquest will be 
forwarded by hand through the Branagh Chivf to the Chief, Personnel 
Divioiones The Chief, Personnol Division, will forward the appeal and 
caso records to the Assistant Director of the Orfieee Tho emplovuo's 
appeal will roquost that an impartial Advisory Appeal Board bu ostab= 
lished to hear hia case, and will stato tho nano of the person he 
soleots for Board Monbore Upon recoipt of the request, the Assistant 
Dircator of the Office will namo a NMumbor to the Advisory Appoal Board 
and will immediately notify tho Chief, Persomel Divinion, of such 
selection. The tro members naned will apres on and appoint, a third 
member, notifving the Chief, Persomol Division or such seloctiong If 
an agrounent cannot bo raached as to the selootion of the third nenmbor, 
the Chief, Personnel Division, who autoratically gervds an chairman of 
the Advisory Appeal Board, but in a non-voting capacity, will seloot 
the third member to tho Roarde Tho Hoard, therefore, will consist of 
four Members, three of which will have votin: stet use HMombership will 
be rastrictod to employees of (lle The Chief, lersonnol Division, 
will maintain absolute impartiality in hie service on the Boarde His 
responsibilities ure to adviso the 2oard as to proper procedures and 
regulations, to goo that proper records are maintained, and to insure 
expeditious handling of the oasde 


The Ghairman will convone the Board which will investigate 
the oase promptly, roview all pertinont papers and hear all persons, 
or receive such evidence as the Board, by majority vote, determines 
neocessearye All members ari the employes will be prosent when a hearing 
is heid, and the employoe will be given ample opportunity to present 
his oasee Ho may be acoampnnied or roprosonted by not more than two 
employees of his ovm choice from CIGe The employee will notify the 
Chairman of the Board in writing of the names of such representatives 
prior to the tive of the hearinge Tho Chairman of the Board will make 
necessary arrangements for the omplete recording of all proceedings 
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for administrative wie Upon requoot, this report will be nado 
available to tho employes. 4 writton report, signed by tho threo 
nonbors, and inoluding a statenont of findings and raconunondations, 
will bo vubeaitted to tho Ansintant Dirovtor of tho offiveo, but will 
five no indiaation of individual opinions or recommendations, If a 
conplote sgreemont onnnot by reached, a majority dooision will be 
bindings The Agoiatant Dirootor of the office will rondor a prompt 
decision and will inform tho enploywe of such deaision in wri tinge 
IS the onmployoo dn dissntiafied with this decision, he necr appeal to 
the DLreator of Central Intelli once. 


(4) Vourth Stage - Dirootor et Contral Intollipenee 


Tho omployoe will forward his written appeal to tho 
Dirootor of Contral Intellijzonoo, following the sane procedure ns 
outlined dn tho third stngoe The Chi.of, Persormel] Divinion, vil) act 
in tho sano onpacity ag outlined in the third stayoe Tho rootor 
will malse a onroful and Lupartiol rovlow of the rocords, If hearings 
aro doeued nooossary, the ouployee will be huard and may havo roprosent= 
ation, The writton dooision of the Lireotor will bo Minnal and tho aase 
will bo connidered closede Complete records of the cage in all stages 
will be maintained in the Porsonnel Relotions Seotion. 


We Conduct oi Appoal Boards 


Appeal Boards will conduct meetings in an informal mamer.e 
They will not function aa a judicdel or trial bodys Appoal Boards 
will be established for the purpose of advising and agsniating the 
approprinte authority in rendering a fair and unbiased decinion based 
upon information and faota, and to adviso the proper authority of find= 
ings and recommendationoe Tho anploveo and witnosses may bo subject to 
quuationinge However, “cross~exuminntions" snd teohnionl “objoction" 
to tostinony by Board Membors will not ho toleratede All proceedings 
relative to tho Crievanoo Procedure will be cerried out on official 
Goverment time and during the ndéxmal work deaye Scheduled tine off 
will not be granted tho employee or his folloveworkers to propare hig 
CREO e 


fe Tivo Liniteationns 


Dycisions a8 the first stage will be roachod within three 
werking daysg nt tho gooond stage in not nore than six working days, 
at the third and fourth stages th not more than ton days each If 
for any ronson tho decision in dolayed, the empleyoe will be notified 
in writing of tho dolay, ronaens for the delay, and tho decision dates 
An emplayeo will be allowed ton working days to appoal the decision 

| rendered at the first, second and third stages. An appeal of separe~ 
tion or removal will be made within five working days from tho tine of 
the employeo's receipt of the of fioinl notiee of the actions 


Ge Expense ond Travel, 


Travel or any other oxpensos whioh the anployoo, his 
ropresentative or witnesses, might incur in comeotion with attendance 
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Sfachoncy ratings aro raypalred by lie und the unifera cfPteLoney 
rivting oysbun promubpatest by tho Civll Servier Coanlasion, ant LolLevnad 
by Cid, iu an ondoaver to aarry owl the dotont und apheit of the liar. 


de Janoral 
a Tho law royublvog that eltictency ratdnges be talkan into 
account a case of pronotiong, within grado galary inerouses, 
denetiona, diamlsoals for Inefiicloucy, and in deturaiming the «aaployens 
to be retiudned whan & prograa of reduction in force Le Involved. 


be Amide from the Legal aspect of asfiedency ratines there ure 
nyually taportunt reasons for periodically rating the work per ‘ormanes 
of enploycos, For oxanple, offleicuoy ratings afford a means of 
aducating supervisors in the neeesaity af observing the work of thely 
wipLoyeus and establishing fair and equitable standamis of parlormance. 
Moreover, thay provide supervisors with an coportunity of taking 
periodic inventories of the work pertarmance of thelr employees and 
making objective ovaluations thereof, uffielency ratings are an ald in 
developiny the exployeo in his position by making him familiar with 
the etundards of work required in a position, an! by dnforming him of 
how he measiwes up to those gtandardg, 


2. Types of if ticlency Ratings 


aa 
an@ 


Official jiat 


OfPiclel ratings will be thogs rulings which are reapalred 
wxier tha effieluncy rating syotem ond wilh be made on Standard Fora 
Ho. SL iomort of “Mfieluney RetineW\) Phere are these types of 
ofileioney ratioge: corlar, rrobubthonal cad cpeclals 


(1) itogular hat. 


Regular ratings will be propared as of Narch 31 of 
each year for employces who have cosipletod thede teial period und who 
have worked in the agency ab loast ninoty (90) calendar days in the 
grade of the position held on Murch 31y 19L76. 


(2) FProbationsl ratings 


Offiedal probational ratings will be made primarily 
to asaist in determining whether employees who serve in prebational 
periods should be retained or separated because of failure to qualify 
aa part of the exauination procoss. ‘They will bo made sixty (60) days 
price to the and of such perloda. 
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(3) pect. atange 


NpIOdal liawtinea wh bo ers 
nocossary to alfect un offielal action euch as when an employer becomes 
vbistbles for a wlthin grade sulary dneroasa aul the aanloyon conecornsd 


+. 


wig no curvenrt elLfialoney ratli: on lt. 


ound whenever Lt beconus 


be Uned Lolal watings 
baal Ay 


Unofliclal ratings wlll bo preyawwd only ag a buoks for 
consideration for datur offfcdal ratdngse Thoy aug be mide shen ratings 
are dagired ware frequently than onoo « yar far acndntotretive UL POH US » 
vaeh Patiags do not constitute 4 wet of tha enployoota o iLolal record 
and will be retained and used sololy ln the orfictale of the OffXce or 
staff Section preparing tho rating. An employee may not exoreiaa the 
right of asvewl trem such rations, 


Je jiatings amd Heports 


He Rating OrficLalts -osponsibilitiasg 


Lb 
ees 


Official ratings oust roflect fairness and juatice result~ 
ing from curaful deliberation and sound judgment.  “valuatdong aust be 
based only on the actual work performance of the omployee ovar the 
entire rating perdod and net on uny athor considerations, cach cLosent 
marizing on standard Yorm No. GL showld reflect an honost evaluation of 
an cmplorcots oorfoemximned of hie aesdemed outica, 


Ve NoviewLng Gificiallts tesvonsivllities 
tae hnhenedetaanamennmetainenen adnemenadmaeien emnmeneen te trata ane ade nt aneege Ce NIE EIEN 


» Ptolency ratings show be conscientiously reviewed and/ 
ex ravised before submittal te tha Mfieteney vatdnc Comittee cor 
final veview and avgroval, cach rating should be examined by grade and 
Glass to dngure propur uniform application of stamlards, In cases of 
Hsagrcusat the revlewlng of ficial should confcr with the ratany 
ofllciul before making any changeo in the clomant waridinys ov the 
adjective ratings, ‘here agecenents cin not bs reached the reviewing 
official will mike the necessary changes in red ink without crossing 


® 


out, dLacing or sraging the warks of tho rating official, 


The (ftielency nating Camittee will act ina stalt 
capacity for the Director of CIG and will be responsible for the adnin= 
istracion of official ratings. In this conection it will perform the 
following functions: 


fry rose 
bake 


aber a ar nod 
: ca 
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(1) The Camulttea wll voview cach rath Form No. SL to 
aseyrbadin that the rating olements crc properly acluebed and that tho 
rathos de the Lovical rowmlt of the cleacnt rarkings. 


(2) The Combttoc will utucy the ratines to ascortain 
that rating standarig and performance reyubreconts aa: uniform: insofar 
as practical, The Committee vA sontor with rattug and reviewing 
aLiclals when it ta Colt that jadivicual co proupa of ratings have not 
been peaporly araparcd, “hore revlewLa: aftielals fall to make justie 
fiable judgments in ratings 26 shall bo within the outhority of the 

guaiitee to adjust the retiaces occorokaclhys 


(3) Tho Comalbbes wl anusist the rating and reviewing 
Mitclale whenever possible and Lte rosponslullity will exter through 
vub all of flees whose amployces are cased on the 019 oayrell, 


ke hepert to and Ingpection of putdines by Hoaploye ge 


hotice of regular, orobatlonul and speolal ratinga will be made 
on Standard form Noe 63 und a copy delivered to thy auployes. Under 
Civil servies veculebions omployoos may insoect thebs reports of of fim 
elancy ratings and will be so advised at the tne they are informed of 
thie ratings. lmployess are pormlited :1e¢0 to dnspeot tho Mnal 
ratings (out not the rating form Noe 52) far all waployees in cTa,. 


Se “ppeal Froeedure 
en cdl vataasreet eC IEPA PTR NET OR EREEEOD 


The Gontbral Intellience troup has a leguDey consbituted Board 
of Howlew which pease on appeals from etMetlency ratines. “‘Lthouch an 
anployae who La dtusetiafied with his effieienay rating may take his 
anpeal directly to the Heard of teview, he showld be encouraged to 
follow administrative procedures in endsararing te effect a shanyy in 
his ratine, In this connection appeals to the rating and reviewing 
officials ami to the offtelency lictine comultitee shall constitute uae 
of adkwuinistrative channels, 


Appaala to dat 


le 


wy and keviowine: Uf: ictals 


The amployee will first discucs his erlevances with his 
rating and reviewing of ficial who may if the circumstances justify 
agond the report of efMelency rating by informing the “ficlency 
Rating Comittee in writing of any desired chances, Tho .fiielency 
hating Conmitbea will review tho chanzes recommended and, if satisfoce 
tory, will issue an wmended Notion of ErNciency Ratang. 


by Appeals 40 Efficiency Rating Canaitt+eo 


Although the employes will not be rayuired to discuss his 
exriavances with his rating and reviewing official he should do so bafare 
taking the appeul to the Efftclency Rating Committee. In any event 
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aypnals to tho Canmitteo mst be cude within ton (10) daye frou 
recoipt of Notice of &£fictoncy Rating. in cuployes must suumit o 
weitton apeal to the mifletency hating Cannittee satting forth the 
reasons for appeal and whether or not he wishes to appoar in person 
before the cammittce for an oral heuring. Tho fflolency hating 
Connittoe will obtain all nocosswy informution and reviow all facts 
relating to the employeo's officienay and notify the anployee of ite 
decision within thirty (30) day of receipt of aspoal., If a rating or 
roviewLng offielal, during th: couwso of the caatitteots deliberation, 
desiras to initiate a change in the avnellant'o rating ho will be 
permaittud to do gO. 


We Appoada to loard of NRoview 


ALthourh the employes ts nob required to dopaaL to the 
IMclLency tating Comilttso he should bo encuuwaged to lo 90 bafore 
tuldin: an avpeal to the noard of juvlewe In any event, appoals must 
be made in weiting within nincty (90) days of the dato the notice of 
the rutiy: was dalivered to the waployee. The efficiency rating teche 
niclan in the pergonnel Kelations Section will advise enployoas of the 
procedure to te folluwod in taking appeals to the goard of keview. 
This information will bo given te the employeus with their notice af 
offleial officlency ratinga or upon their rojucste 


& ‘Agnifieance of officiency Hatdnes 
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Ye lary Increase and :ronotion 


The Jalary Advancenent Act (automatic within vrado increases 
under ublic Law No. 200, as agaided) provides for aucdenslve calary 
advancencrits based on geveral Sactora ono of which ta oaf'ficiency ratinge. 
tatings of "Good" or bettcy pomalt permet pardedic salary advanconant 
by successive stops up to and includiiy: the top rate of the grade. 
Ratings of ";airt do not pormit sulary advancesont within the grade. 

In accordance with administrative polloy ompLoycas whose officloncy 
ratings aro "alr" will not receive pramvtions unless tho pranotions 
involve@ roussignnents to other lings of work far which the anployacs 
are mare qualified. 


sl SMpLOY 1 Re 
Bp siiryldcy at reat eta ai ae Rta camber ire a Re ARR GORE IO 


1. Goneral 
MEDION R AEBS 


Tha purpose of the enployee counselling prozraa in cIg is to 
iupreve morale and efficioney by maintuining close contact between the 
v 
personnel stuff, oporating of ichals, oaployeaa, and supervisors. 


Lt wil be the poliey of CLG to rccopnive an cnmploycety desire 
to talk ovur certain problema with someone other than hig dmeciate 
supervisor and the “opun doar" prdineiple will be in offocty @ caunsellor, 
who can be upproached easily and on an informal and friendly busis, will 
be avellable at all tines. very effort will be nade to facilitate the 
adjuatagnt of the individual by helping lim to understand his om 
difficulties on or off the job and to golw’ tham by hims:1f. Tho 
employee welfare prograu WLLL provide necdod information concerning 
interprctaion of policies, programs, and regulations, and employces 
will be assisted in such matters as housing, transportation, medical 
care (Group Hospitalization) and financial problens. 


Group instructions will be given to all. now omployees, Horr 
aver, axicitdonal explanation and interpretation of particular itens 
are often necessary, Therefore a personal interview will bo conducted 
with overy now employee to insure that questions do not, go unangweored. 


2- Presixit Interviar 


a. The purpose of tho preeaxit intorviow will be to determina 
the facts surrounding the resignation of an employee in advance af tho 
actual separation. In many instances a decision on the part of an 
employee to reaifpn is the result of a misuwerstanding or a lack of 
informition regarding regulations, procodures and administrative 
policies, In a aitustion of thin type an employ:e may have assistance 
from his superiors or an employe counsellor in making a final detare 
minationg A promwdt interview will provide the employee with an 
Oppertinuty to stute his reasons for resisnation or te discuss any 
problems which may have influenced his decision. 
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ve hoe Woteo ar baff cectlun wlll propuce vom 373 ro 
wooko in advance of tho aaploywets sopiration., Thea rcason fay resize 
nationg the reaction of the Imuadlate supervisor art othr responsible 
officdals to such action wil. bu Malby outlined wuer Witamuaric wl¥a) on 
Porm 373 which will bo Yarmirded thiccugh Transactions and ecards 
ceetion to the Personnel Nelations Suctiun. The usaployac concerned 
will bo selwsduled Yor a preswelt dnborview und the corsounel velutlons 
section whlL procead in the followdln: manners 


(L) «all facts concurniny; the reasons for separation will 
bu obtained and 4f it appears that an undesiruble omployeo roletions 
sitastion excists the caso wlll be Lavestivated and recowiwndations vor 
correetive measures will be made. Such action cay result in the 
retention of « deodrable omployuce 


(2) If the enplorcoe resigns, arvangeniente will oe cade 
Sar the caployeets oorgomel folder to be farwarded to the Security 
Division four days prior to Lhe date of sepwatlon. jhe folder will be 
yutuened to the dransaettons and necards section twe days prior to the 
dabe of poparatione 


J. 0 OMA tekinterviow and Final Clouruwe 


S11 eaploycea Leuving Clg wih) be given an adtedoberviaw by 
tae Morvennel elations Section oven thoucsh @ prescott interview has 
been conducted, This interview will be piven on the layt working day 
or us near Ghoreto as pracbical. The aaployne will be given aon 
opportunity bo state his reaction and express his fadgling toward the 
Avoncy, hig superkor and his position. juestions cancorning his clvll 
sorvies atutus, future employment or any obhur qucstions of a .-rrsonal 
raturrc WLLL be ammvored. Sho Mnel clearance sheet wlll ba inh tlated 
in the Personnel helations Section simultanvously with the conduct of 
the axiteintervi cite 


he Hecording Intervlews 


Fora 3713, Fersannel KelatLons Interview Hecord, will be 
preparcd and miintained fer cach intoxview given te provide a private 
and informal record of the employoets problun or intervier. fostings 
will be made concerning the nature of the situation and action taken 
by the counsellor or any cther person to whom the casc has becn 


roferrode 
5. bulletin poards 


Q- Bulletin Zosrds located in all buildings in cia wil 
serve ag an additional media for bringing information of generel 
interest te the attention of auployees. Infomation will not be 
placed on the Bulletin boards unless 1% has the approval of the 
Persomel Helations Section. Information will be placed on boards by 
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caployaos who sarve Se roprvgenbaubivos of the Porsomel iolations 
waebLon and who hava the responsibility vor aalntednenee of such 
bows ina currant and orderly cheana, daployoos of CTd are 
encouraged to subait Information which thoy foul wih be benulicLal 
to all personnel te thole reurescobativus, sup oivisurg, acmiatetiuttve 
officials and the versonnel Holstiong Cectlon for proper a,proval and 
posting. 


ve tRbdotin Loads dn cog wl cacry clvll service 
amiouncamanty, abate sockety noticos, anwunceuents concurring playa, 
Lecturce ort obher cultural activities as woll us courses of pludy and 
notices of recreational cn’ gochal activities sponsared by recoded 
cateide county orranisatlornys 


Ce Vorledle surveys to detuning Lhe adegusey,y noatnevs 
aid agaramee of all bullotin bourde whl be nade ra-ukarly, 


%, Chl cerecice Announcements 
aT ALOR MD ic POLI ILO LS TET OLE SE AY ARTE RIE ELTA LSS TENET I 


Me In view of the fact that o Large maubor of UTG cophoyces 
we abt thie tine vitally interested in acquiring commobivive civil 
worvice stutug the Personnel kelrtieis Seetton will outabitsh mouns 
of tnfernine emplayeos of coportunttics for acaudlrine conmotltive 
efatus and render ndvice tn ceomuctlen Uhovewtthe 


be Tho Civil Sorviece Counissien supolias bin Pexvomel 
Jivision with w spect tied measar of examtnotbion anncuneainte, Phe 
mradLoag of cach anncuncavent Inclucing position title, crado, pslary, 
opening and Gloelay datos, ate placed on all bulletin bouds,. Gouglete 
SiWoratlen -cConceraiiys en ch: carl ads. a ee ae le 
ahiinistective offfleors of Offices und “hull Seetions, and on loyoos 
avo oneguraged to contact such officials for specific dutuila, 
“apLoyees deelriny to take exartnetion will complete Apolicution Curds 
mad Fora 57, togetier wlth other watcrlal portinunt to the examtnation 
and will transait such insorsation to the Personnel Relutions Section 
for forwarding to Civil Garvice coanlssion on or before the closing 
date of such examination, or they may euhmit the above direct to the 
Cosnleasion if they so cesire, 


Te Group Hospitalication 


ALL envloyees are oligibls to nake application fer monbership 
in Group Hospitalisation, Ince Gne group opening will be hold in 
December of euch yoar nb which time ogy amployee may enroll, Naw 
employoon may earoll at any time curing tho first sixty (60) days af 
their oniploymont, and veboran, may cmroll at any tine within six (6) 
months after thelr discharges fnployens scheduled for avorsous 
aessicnnonta mist make premium at laase one year in advance, Zaynents 
of repuler subserdbcrs must be mado to tha Groun Treasurer the first 
pay day of each nonth or on the tiace following working days. Tho 
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’ ¢ | tY “4 a * 
cout Lor a eta ead heed Contract (for sulf only) 1s sixty-five carte 


(655) per month; for a Ne. 2 SubserLber ~ jjsuse contract (Lor aolf 
wut spouse) 1.90 pur monthy for a No. J obacriver « vanily Contract 
(Yor Bol! and moubere of Lankly) 82.75 per month.  Jiosphtal caro uy to 
twontyeana days in any contract yer ie provided, and thera are neny 
ethoxy Liberal bonefitu.e Additional Snformmtion regarding the plan nay 
be sacured (roa the Porcenmel nolat: one Soctlon. 


kha hoaskng sltustton for CLG capleycos in vgshington renaine 
critical. wll agloyucs who teve knowhodge of presont or Putra 
yoomiaies should notify the purcomel talatlone cectlons any roqueutes 
are wade for roots, a@purtmente and houses and the Porsonnel olvistan 
WL whenever possible ald enploywes Ln Plating adequate housing. 


9. Gani 


St will bd the policy of cTG te sponsor canped;ns and drives 
for ouch charitable organivations as the Awerlean kod Cross, Community 
Chest, Infantile varalysie Foundation aaxi olhor worthy causes which 
hawetho approval of the nirector of Central. Intelligence. A cheimman 
for cach drove will ba appointed by the MMwector, a vice chairman will 
be appointed by the Assistant Director of each O7G office, and each 
vice clutiimin will oalect a sufM.eiort number of key mon to conduct the 

25X1A (Our Unle 


| aerate praecs 
‘nlp acetal Ae Whe Dati ea AR it a HE A FR A RET 
1. vrocumzsnt 
epee PROD AER FELIS 


a Tho ~ar Departmen’ whl csbablish yuotas of af Livary 
pergomel available for asslynicnt to Cro. 


bh, “Zhe Porsomel Divielon will iuform the var Deparkaent af 
qualifications and requivcaents of military personnel to PALL carbhoriand 
yacuncLone 


¢, Applicsbians of qualified individuals nominated by the 
Var pepartaert whll be referred by the -‘ersonnel Divielen to the a, pro~ 
priate Office or staff Section on Form 379, Keforral Shecte 


Ze Ass art 


te Upon selection of the oroposed candidate, tho Fersonnel 
Division will request assignment of the individual fran the war 
Departnent. 


b, The Offices or staff section desiring the services of the 
Andividual will subait Form 37<3, Personnel Action Roquest, in tho sane 
manioy as for civilian appointuents in CiG. 


cont yent\® 
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Ge HMUtary personnel will ba subject, to the sano securlty 
roywlrcnonte ae civilian omployoos of (ld. 


Ge No civilian appolntamty wlll be cade to positions witllo 
ouch poaltiions aro occupled by allitary personnel. 


3e Acheinietration 


B ALL oilitary personnel asalened to CLG whl) be trans 
fervod to Hoadquarters and Houdquartors Netachuacnt for administrative 


DIP Poaas « 
pritacknuent 


be Uosdquartara and Headquarters, WwhlL be resvonsible far the 
maintenance of all recariny ropurta, discivline, tes, of all aruy 
personnol in accordance with the applicable omy fopuwlutions. 


Ce Hequasta Cor Leave for olidtery pervenal showld be 
approved by thelr section head (probably a civilian) and then Jorwarded 
to Headquartora and Hosdqaactars Detachiwmt Lor cxecoutdian. 


ike Tranaver 


& vhon the serviear of allitary porso.inel are no Lonver 
nocesrary, Headquertors and Heakpoutore Setachnumt wilh report them 
to the var enartuant ag surplus and will royuest furtwr asalgnuunt 
for them. Upon receipt of such assignaents, thoy will oe rollewad from 
duty at Heackjuartera and Headquarters bobachont, UG, and wilh report 
to their now station as ordered, 


be Inyulrles concerning any dotuils rogarding the administru- 


tion of military porsomel should be directod to Ueadguaters and 
livadquarters Detachuent. 
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1, Mirpose 


The purposa of this inatruction is to oatabliagh unicoem stend- 
ards governing tie method of preparation of a1] corraapondones and 
| offioial papers prepared in the Gontral Intelliyonea Group. 


2. Socurity Preoautlans 


Cortain doouments regelved by und prepared in the Central 
Intelligence Group must bo apoolally safeguarded to pravent their 
falling into the hands of unauthoriged persons. Correspondence and ore 
ficial papers containiny; such information are refurred to a8 "classi- 
fied" documents. Tho types or dogrees of classification, in thoir 
order from the highest to the lowest, are untitled as follows; 


TOY SECMUT 
HECRRT 
WET ORATTAL 


EST TRTOIED 


Everyone concerned with classified dsouments must bo thoroughly 
familiar with those terat and tha basgio requiremonte for the preparation, 
handling, and disposition of oaoh typa in socordanco with the procedure 

25X1A outlined in CIO Sqourity Reguiations (CTU Administrative Jnotruation: 


i). 


BM tyroarariic sty. 


The Lollowing, general rules applicable to typographic style shall 
prevail for letters, memoranda and official papers of CIG. Zor yore 
complete and dotailed rulos, the U. S. Government Printing Offieo s4ylo 
Yantal should be ussad as a reverence. 


Ll. Capitalization 


The fundamental principle underlying rules for capitalization 
in the English language is that proper nouns and proper adjectives are 
oapitalised. The accepted authority in individual cases will be the 

; U. Se Government Irinting Office Style anual (pages 16 to 46) und 
Webster's New [Intemational Dictionary. 
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2e Spelling 


fo avoid the confusion and uncertainty of tie various Buther- 
ities on spelling, Webster's Now tntormational pictLonary and the We G. 
jovernment printing orfiee stylo vanual (pagea 47 to 56) wlll be wood 
as finwl authority. For foographio names, 1t ie advisable to use the 
United states 'nstal Guida for those in the Inited States and ite 
poasesaions and the International foetal Guido for the apulling of 
foreign yoographic nanes. 


3. Coupound Words 


Webster's tow International jietionary and the 1. 3. Jovernmant 
Printing Offz00e Style vanual (pajjog 57 to 92) will be used as “inal 
authority. 


4. Abbreviations 


The nature of a dogment govorns tho oxtent to which abbrevia~ 
tions may be used. In tho text of toolinice) dooumenta and in parunthesas, 
footnotes, sidenotes, tables and bibliographios many words are comaonly 
abbreviated, However, in ordinary text of corrvapondones and official 
papers, abbreviations are to be avoided, except whore necessary to avoid 
distragting the mind of tho runder by a repetition of long, cumborsone 
worda, titles or phrases, but generally the first time a term in monttonad 
in the text, it should be written out in full. 


The accepted forms of ubbreviationgs are thoso listed in “obster's 
New Jnternational Oletionary and t. 3. Government “printing office style 
Nanual (pages 95 to 101), 


ob. Hunorals 


Arabio numerals will be used in preference to Ronan numerals in 
numboring paragraphs, pages of correspondence, and offisinl papers. 


In writing numerols the rules and etundards preseribed in the 
U. S, Government i rinting Office Style Manual (pages 108 to 106) will be 
followed, i. 


68. Code Nenes 
Code names appearing in papers will te written in ALL CAS and 
without quotation marks in the body of the text. “here e code name is 
used in an ALL CAP heading, the code name will also be written in AY 
CAFS and will be enclosed in quotation narks,. 


Where the oode naze is used with the word "operation" either 
before or after it, the word “operation” will not be capitalized. 
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7. Punotuation 


The general principles voverniny, the uso of punotuation are 
(A) that if ¢ does not clarify tho toxt tu should bu omitted, and 
(25 that in the aholoe and placing os punctuation marke the volo ain 
should bo to bring out more cluarly che writer's Ghought, 


Tu individual onsus Tobstorts New Tntornatlonal Piotionury and 
the U, 8. Goverment Printing OrMice seylo ‘tanual (pages 101 to 110) 
will be uned as atandard reforonce ord acoeptod suthority. 


8 Tabular Work 


Tie object oF a tabla ie to prosont in « conedae and orderly 
nentor inforration that sonld vot be presented se cloarly in any other 
way. “he stylo given for text in other osetions of this manus) npplion 
nlvo to tablos, wilers deviation thorefrom 1s made neaangary hy Sho rorn 
or purpose of the tables, fpoainl foatures of tabular gonposd tion are 
sot forth in i. Se Soverument Printing Offlee Seyle Vanunal (pagan 11] to 


Lae. 
8 bivision of tords 
In dividing a word botwesn two lines of the text, the syllabic 
division given {n Webster's New internationnl Nyotionsary snould be 
followed. 
10. Underscoring 


\mdersoorinz: may be uncd % eaphasizo or cali xttention to 
worda which aro to be differentiated from otier tox. 


1}. Rough prafta 
Rough drafts should be double apacod unless otherwise specified. 
The words "Rowsh Drart"; the oapitalized initials of thy dictators; 
followad by the initials of tho typist in small letters; and the date 
of preparation should be typed in the upper right hand corner of the 
{Rret page. 


2. Copying 


The word "Copy" should be written at the top center of the 
Firat page of any manuscript that ie copied. 


then a letterhead {a copied the sddross should always be in- 
eluded. 


fo show that the original is signed, "/s/” should be written 
bevore a aignature when it is being copied. 


Any initials should always be copied. 
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1f part of the tony to apparently unintentionally omitted in 
the orfivinal, a short line should be mada beneath ao spaoo to donote the 
omission in the copy. Tr a lotter or Sigure is obviously wrong, a Line 
should be made beneath it. An ontire word should not be underlined but 
n quention mark in parentheses should be plavad after lt and tid quontion 
ark underlined. 


Punotuation should be coplod uxnotly an it ia wrdtten unleas 
there ia an obvious typographloal error. 


An Tutenttonal oalsegion vy masertal should be Indlonted by 
three poriods followod by noranl punctuation, a.g., our portods §f at 
and of” gsontence, 


BE vespanntron ov reaoparna 2 WE OERS 
IA RE PERT ER ET LY SOLER I 5 PAIS CI I AE TEM POE NE BE RE ETAT LE AR ON AD LEO TE 


ie a lo 
OLflelal correspondonee prepared within the Central Tntelld gence 
Group, although varying Jn detail, will Sollow ono of two Sundanimtal 
typon, i.o0., Memorandim or Lotter. 


fe Nemo randa 


Memorandum fom ia used for all correspondece ve tween 
organigntional units wid Mold installations of tho CI¢; to the Prysident 
of the United Statos and members of the hxesutive offices of the tresidenty; 
md to the government departments, or oficiales Vinraot, that are aome- 
ponenta of the RTA, Levey “ar, Tavy and State Jorartmonts. Te venerad 
atyle of memoranda is illustrated in exhibit Nos. 2 and 3. 


be. Lotters 


Letter form is une! for correspondence from officials of 
the C°G to private persons and orveniszotions, members of Congress und 
to officials of covernnent departiontn aid vstabliatmauts other then 
those enunevated above. joe jxhibit No. 1 for an illustration thereof, 
“Netalled inatruotionsa governinz the preparation of the two typon of 
correspondence described above are set forth below. 


2. Paper 


Correspondence is written on 6 x 104 CIG lettorhead oxeept 
that: 3 


a. Standard Fom Wu. & "Offioe Nenorandium” ia used for 
memoranda between officials within CIqd in Weshington. 


b. There seourity or other conside. sions are such that 


CIG letterhead or “Office Hemorendusa” cannot be used, 
plain bond 8 x 104 paper in used. 
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Se “mvolopos 


CI intor-offioe chain onvolopes are used for sranmdicing 
aorrespondonae betwoon CYC offfces tn “nshinyton. 


CT franked envelopes are used for routine correspondence to 
private porsons and oryanisationa in the United states ware no apeoial 
suvcurity cousidurations are involved, 


‘then epeoial seourity considerations arg fiuvolvad, plain 
anvalopes are uaed. 


Two onvalonen are tined whonever forwarding COMSTOENTTAL, SUCIST, 
or TOP SKERHE material outealue C16. Yea Aner onvelops shall bu atanped 
with the classification of the documa.t enclosed. TY. outur onvelopo Ls 
properly addressed without any notation as ta te clagsifiansion of its 
contents. (S90 Cormniicatiocin, dnt Apstrative Instruction EE for 
completo matling tnatruetion.) 


Tio addresa on envelopes siould be in blocs fom and should 
correspond to the inaide address. 0 physieal position sheuld be as 
Follows, 


) "o Dein about 1/3 the length from the left edge and wbout 
1/2 the depth from the top edye. 


Tf an attertion line ia usad in the comaunfecation, it showld 
aiso te used on the envelone preferably batween the aane end the ofreet 
addrogs. 


4. Humber cof Coples 


The mininun nunber of copies required for correspondence going 
out of the CTO ares 


1 original for dispatcn 
1 nop: for Central Resords 
1 oopy for Pilar of originating office. 


Where the lotter or memorandum is propered for si;nature of an 
officer outside the originating office two additional copies should be 
prepared as follows: 


1 for files of siyning official 
1 for returm to originating, cffice with indication 
av date and signature. 


Additional sopies for information or courtesy purposes may be 
prepared as required. 
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for aeanoranda boetwoon of flolela within the GIG, no coplos ary 
nade Sor Cental Mosordy, unlons vhey omitaln matter of considerable 
amportunca Sram a policy or iietorieal viewpoint. 
¢ 


G. Varig ing 


Wd Wes-e eo eceres 


eo Usportant thing to reweanber da suat to memorandum or 
lettor nust look well on the page and that tae rivhtehand margin ust 
bo neas and even and at leant one inon. The left margin pnecld ta at 
least ono ond one=yquarter fnelws and the bettom margin at Lonat one 


Inoh. 


G. Date 
Yhe Learn Lor data ia day, monta, year, aa - 3 danuary 145, 
in a ctandarc porn Vemorendam, the date ta pinced oppoalteu tha "date" 
line. 


Tho ether monoraudn, Shoe date is placed noout one Tne Crom 
tae top ot fo papor and got ge that thu lant digit falla Shual wit: 
the risat abepine 


moa lotvter, sha date da elmilarly placed, lea., about tim to 
Sour spaces below tie letterhnaad, the lagt dhelt of the vaur Yalling 
at the righty margin, 


Ta cases where the correapondonce ly aigaed by odinr chan the 
omgelnatizg of ficor, the data is loot blank ani fa lnserted by the 


aiming offioini. 


7. fadrese or Hoading 


Sameer 


In menorinde, tha words “fo,” "From™ and “subject” appear at 
the head of the aenorandum Plush with the lem margin and separnted 
fron each other by a double space. Tho appropriate infomation should 
bo Milod in opposite each heading. The destinations following both 
the "Po" and *Prom" headings wre by title, and whee: the memernandun is 
addressed to on offfeial outside the cru, the name of the nyenoy should 
bo added. 


She "Subject" should bo stated as concinely as ponsibie. whe 
firat letters of all words in the subjoct, except articles, conjunctions 
and prepositiona, are capitalized. 


Por imstruotions relatin,, to momoranda written en blunk or 
lotterhvad paper, see Exhibit Ho. 3. 


In letters, the addrons is set up in block form and plaead 


three apsoes below the date flush with the left margin. A double space 
seperates the address from the salutation. 
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™.0. Yorn of the addreap shouid vengrally bo as rollawn: 


’. 
lat line = Kame o: addrenaeo {preceded or followed by Atlus. 
Rad line - otreet addrassé 
Sead odine - ohty and Ybate 


We punotuntion ia placed at tne onde of tie Lines of the 
nddresa wunlean abbreviations are tsed. 


tf an attention lines in usud in wn lottur, £6 asheuld bo ventured 
an too pase betwoan tre address and tie salutation, usparetod fron anc, 
of thone Stee by a double space, 


Soe ixiiob’ va. Ll for corm of addreia, nalutetion onc conmplie 
montary cloan,. 
Vea 


“sherry cv long title rollewas a nano Lt ta placed co Sha secon’ Line sane 


tin atreat neudrang, city amd atatu, um tee sre ang 4%) dinaa, 
ui. Salutation 
No palutation apoerara ol memoranda, 
Yn detters, tos salutation is placed to bacin “lush with tue 
lott margin, two spacos below the adgdress, anu tre spaces above tho toxt, 


Seo anibdt Ne. LO “or vPorma at salutation. 


0, Forms of Address, Salutation ang Comp. mentary Cloao 


—: ee PE PRES Re SA AOI AE OE NE ORLA SND 2 om Le EAR, GR ARE Abs eee EY pe 


Au ymand 


ore oneemnes 


Tn "Sornal" ecorroespondemce tee forme of addregs, saliucetion 
and couplinentary close as illustrated in uxhibis No, 20 will bo unod. 


Informal 


ea 


In “4nformal"” correspondence the forms of address, salutntion 
and conplinentary close are largely n matter of personal proferunce and 
good taste and there da no absolute or Slxed form which ean be cited as 
dain, corragt tn all instances, 


The informal style of address is similar to tre “ormnal excopt 
that honorary titles are sonetines droppod, or the namo of the individual 
fa used instend of, or in addition to, hia title. 


Some of the moat common typer of informal salutations are an 


follows: "Dear Kr. Doe," “Dear yr. Incretary,” "Ny Deak vr. toe,” 
"pear Guneral suith,” ete. 
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“Very truly yours,” ia the correct complimentary close Sor 
either formal or informal letters. However, "Sincerely yours” or 
"Stnograly” may be used as a iiore intimate fora. "Regspootfully” or 
"Respootfully yours" fa used in writing to the President of the Imi ted 
Nenton. 


19. Spaoing 


Correnpondence in generally single spaced acoopt in vary short 
conmuntcationa whifteh may ve double spaced. Paragraphs arg avparatad by 
a doublo space, except that when the text is double spaced, the para- 
graphs are soparnted by triple spnacos. 


Manoranda to the Yresident and cfficials of the Hxeoutive 
Ofrflae of the treaident are double spaced. 


Periods are followod by a double space and ob)er punowintton 
such as comma, gemicolon, etc., by a single apaoe. 


LL, Yaragraph Indentations 


Tn menoranda, paragraphs are nunbered (wit! the exception of 
nemorandy to the President of tho United States) and wifornmly indented 
five spaces. Sub-paragraphs aro indented by placing the symbol under 
the first word of the text of the main parngraph, and bringing the margin 
out to align with the niugmber of the main paragraph. Succeeding, sub- 
paragraphs follow tho same procedure. The sequence of symbols of nunber~ 
ing is Arabic, alphabetical, jrabio in paronthenes, alphabetical in 
parentheses, Arabic underlined, ete. 


Exanple 


(a) 


Quotations and extracts consisting of one or more paragraphs 
will be indented the sane ag the preceding paragraph but will maintain 
an even margin for the entire quotation. 


In letters, paragraphing is the same as in monoranda, oxcept 
that the main paragraphs are not numberod, 
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2. S§eoond and Succeeding Payen 


The geoond and aecaediny, pajes nro prepared on plata bond paper 
and confor to the flyet payo insofar as marrying and paragrnapiis are cone 
eoymod, 


Tho top margin ia 1} inchos, 


The number of tho page is contered 5/4 inohies (nbout 4 spacap) 
fron tho top of tro page and about 3 Inan above the text, 


Tro lant page should contain at least two lines of tho body of 
tho letter. 


13. Complinentary Closu 
In memoranda there is 10 complimentary close, 


In letters the complimentary close in usually a simple "“Vvory 
truly yours" except whera otherwise ruquired. (gee %)ibit Noe 1.) tt 
is sopsrated frem the body of tha letter by a double apace and beyius at: 
ebout the center of the page. 


14. Signature 


In a menorandun the typed signature 4s placed abous four sprees 
below the teat end alightly te the riyht of the center of the paye. The 
nano is typed in all CAPO and tho title, woe? appears bolow “he nano, 
in mall letters wit' initial caps. 


In a doctter the signature is similarly placed, except tini. it 
appears four spaces below the complimentary close. 
py } 


16. imclosures 


A statenent of the nunber of enclonsurss is placod at the loft 
margin on tho seme line as the Nrst line of the typed sipnature and a 
listing of the enclosures should follow, bosinning on the next lino and 
indented two spaces. (Sve exhibit Ho. 1.) 


16. Accompaniments under Separate Cover 
Material sent under separate cover in enumerated at tho end of 
the comuuntcation in the sane manner ag enclosures and listed as “Imder 
Saparate Cover," 
The envelope containing the material sent under separate cover 


should have a reference to the letter by date and/or other idontifying 
symbol where security will pormit. 


Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 


29X1A 


STATSPEC 


Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 


CIG MANUAL OF AIVINTSTRATIVE THSTHUCTIONS [| 


17. Jdentifloation Syabola 


Tdentifioation symbols usually consist of the initials of the 
dictator, that of the stenographor, and any coda symbole an uny be re~ 
quired to identify the (ffloe originating the correspondence. They 
should be placed two spaces bolow tho listing of enclosuros on copios 
distributed within GrYG only. Tho initials of the dictator and stenopra- 
pher should always be used, Code symbols reprenenting Crd offices may 
be used whon desired but must bo used when the correspondence in di reoted 
to the Dirvotor, Deputy Direotor or fxocutive Direotor or when the 
correspondence is for siynature by many of thoso three officers. (Seo 
Wxhibit HO. 1.) 


A list of the assigned codes follows; 


AC - Advisory Counoil 
AED - Aseistan*® Exeoutive Diroctor 


i) ~ Director of Central Intelligence 

DD ~ Neputy Direotor 

BD - Exeoutive Director 

PA ~ Executive for Personnel and Adminiatratton 

8 «- Secrotary, NTA 

I ~ Intordepartmental Coordinating and Flanning Stas? 


O80 - Office of Special Operntions 

ORB - OLfLce of Roports and Latinates 

ocd ~~ Office of Colloction and Dissemination 
00 ~ OFfice of Operntions 

o/c = Contact Branoh, Office of Operations 


00/D Documents Branch, OFfise of Operations 
18. Distribution of Copies 
A listing of the diatribution of tho copies ia the last ftem on 
a communication. The listing of tho copies appoars in the lower left 
hand cornor on all copies for distribution within the Agency and a check 
mark should be placed next to the particular destination on oach copy. 
18. Arrangement 
Correspondence whon ready for signature is erranged as follows: 
a. The outgoing correspondence, with all enolosures securely 
fastened together, is on top of the file. Correspondence 
will not be stapled. 
b. Material for distribution is placed underneath the outgoing 
material about one-half inch to the rights; each separate 


destination is indicated by shifting the material therefor 
a further half-inoh to the right. 
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App 
O5X1A CLO MANUAL OF ADMINISTRATIVE INSTRUCTIONS 


Oo. Inooming material or other pertinent material in placod 
in the sane manner to the left and a tab or buck slip 
Placed thereon for the destination of each iton. 


d. If envelopes aro provided, they should be placed Mush 
with the outgoing material with the flap on top of the 
material on the left edge. 


| @ A plain white tissue for Control Sheet for Top Seoret 
! material) should cover the entire file which should be 
held together with a clip or clips. 
25X1A 
MM Preparatroy OF TELUGRA’S AKD CARLES 


l. Form 


Telegrams ond coded messages will be propared by tho originating 
offioo on Forn 3&7 "Outgoing Classified Message" in an original only, 
which shall be prepared and routed as indioated in paragraph § below. 
(See alao Exhibit No. 4.) 


2. Nate 


The dato will be inserted tn the block entitled “pate” on Forn 
35-7 by the originating office at the tine of proparntion. 


%. From 


The nane of the oriuinating office or Staff Seotion will be 
inserted on Form 56-7 in the box marked "Fron." 


4. Address 
The comploto name, title and address or the axact cable or code 
address of the person to whom tho message is being sent will be inserted 


in the box merked "Transit To:" on Form 36=7, 


5, Taxt 


The text of the messago will begin about two typewriter spaces 
below the double line on Form 85-7; will be blocked with margins 1 
inches on the left and one inch on the right. The mesange will be in 
ALL CAPS and double spaced, Actual punctuation marks will be used in 
preference to writing out words such as "stop," “period,” “coma," otc. 


6. Signatures 
Form 35-7 will be manually signed by the Originating Offioer(s), 


Coordinating Officer(s), and/or authenticating Officer(s) directly above 
their titles at the bottom of the forn. 
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7 Clasaification 


Telugrams will be sont in plain tuxt only, us no snollition 
oxint for sonding classified telograns over conmercial linus. 


Coded nessayes will be clasuifivud in uccordance with the 
security of their contentn and the olasuification will be utanped on 
Forn 35~7 at the top and botton in the boxes provided for that. purpoya. 


| 8. Routing 


After the necessary coordination and authentication has been 
agoured, the nessago will be routed directly to the signal center, 
Communications Diviston for ddsputon. 


The Signal Center, after dispatching the messago, will forward 
a confimation copy of the mesunge to officials concerned on ¥orm 86=6, 


%. Collect Tolegransa 
A OTD 


Only plain soxt domestic telezrans may be sent "COULECT."* To 
indicate that the telovran is to be sent collect, tho words “Simm 
COLLECT" will be typod tro spacer above the Bignature of the Originating 
Offioer on Yorm 36~7. 


1). Preoadonce 
RE ENA LE Ea Li ROR 


(m coded messages the appropriate block will be cheoked to 
indicate whother the mousage in to be sent “Noutino,” "Priority," 
"Operational Priority,” or "Urgent." Tho progedance 241] not be indiented 
on tolograns, 


29X1A me 
ai PREPARATION OF OFFICTAL PAPERS 
en arco en enn annette steg 


1. Typos of Official Papors 
a tenement 


a. Certain routine and poriodic reports prepared by the CIG 
for general distribution will take varying forme depending on the 
particular reporting needs. Similarly, internal administrative reports 
ond internal directives of the cl will take spooific forms varying 
according to the purpose of thy document. The following instructions 
apply to the types of official papers, as listed below, while aru to de 
formally prasonted to cr before committees and to officials of other 
agoncios. 


(1) winutes consist of the offioial recorda of proceedings 


of meetings of the NIA. CiG, IAB, official committees boards, ote. (See 
Rxhibit No. 5.) 
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(2) Agonda consist of a list of items to be brougit up for 
disoussion at meetings of tho NIA, CLG, TAK, official oomittuos, bonrds 
oto. (See Exhibit No. 6.) 


(3) Verbatim transoripts consist or offlolal reoordings of 
conversations at muctings. (Jee ExiXbit No. 7.) 


(4) Numbored Papers (Soo Exhibit to. 0.) 
(&) Directives (See Bxhiblt No. 2.) 


be. fhe exhibite mentioned above Lllustrate the mtyle ond Sormat 
to be followed in preparing each of the above typos of official papers. 


2e Attachments to Official Papors 


A document accompanying an official paper will be terned an 
“Enclosure.” [If there is were than one onelosure, the teras Dnolosure 
"Ae" imolosure "B," ote., will be used. Material that is to be encloaed 
in an Enolosure ia labeled "Appondix” and, similarly, materinl enolosed 
42 an appendix is tisled "Amox,” and an enolosure to an jnnex in a 
"Tab." All refervucos tu attachments should appear in the text of the 
main paper. Attachmunty will follow the same general formut as the 
official paper to which they are attached. 


S. Final ¢reparation 
The Secretary, NoI.A. will put into finel fom, without ohangin gg 


sno text unless authorized Ly the originator, all papers propared for 
consideration by tie UIA or IAL. 
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Exhibit No. 1 
CENTRAL INTELLIGENCE GROUP 
2430 fF STREET NW. 
WASHINGTON 25, D. C. 


1 September 1946 


Mre Willien W. Williws 
76 York street 
Riohmond, Virginia 


Dear Mr. Williams: 


General or routine letters to private persons, organizations, 
or sinilar destinations should be written on CIG letterhead, 8 x 103, 
in an original and minimum of 2 copies, plus any other copies required 
in a particular instance, The margins should be set to give the letter 
a "framed picture” appearance, generally 1} inches on the left and at 
least 1 ineh on the right and bottom. fhe text should be single spaced 
except in very short letters where double spacing may be used. 


the date is placed, as shown above, about 4 spaces below the 
letterhead and ending at the right margin. fhe inside address appears 
S spaces below the date and the salutation 2 spaces below the address. 


Paragraphs are separated by a double space and the first line of 
each paragraph is indented 5 spaces. The complimentary clcse appears 
2 spaces below the last line of the lotter starting in the center of 
the paper and the typed signature is placed 4 spaces down; the name is 
shown in all caps and is centered with respect to the complimentary 
close, as is also the title which is ind) sated in small letters. 


Enclosures, initials, end distribution of copies follow the form 
shown below, 


Very truly yours, 


Enclosures; $ JOHN Sxrta 
Lo XxXxxxx Chief, Personnel Division 
Ze XXXXXX 
3. XXXxxux 

(Pas ABC/xys 


TYPED .ON 
COPIES ONLY- (c.e.: 1 - Mr. Smith - file 
1 = Central Records 
( . 1. Me. Jones - file 
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Office Mentorandum ¢ UNITED STATES GOVERNMENT 


TO : Chief, Conmunicationn Division DATE: 1 geptomber 1946 
FROM : Chief, Procedures Unit 


SUBJECT: Format for Memoranda 


1. Where Standard Form 64 is used, the format presented here- 
in should be followed. The date, titles, and subject are inserted 
in the spaces provided. 


2. Please note that the paragraphs are numbered. When sub- 
paragraphs are nevessary, the indentations illustrated below are 
followed; 


ae The symbol is placed to align with the first word of 
the text of the main paragraph, and the next line is brought 
out flush with the symbol of said paragraph. 


(1) Any further indentation follows the same prinoiple. 
Please note the sequence of symbols. 1, a, (1), (a),'l, 
a, oto. ad 


3. The remainder of the memorandum follows exactly the same for~ 


mat as a letter except that no complimentary close appears. See Exhibit 
Noe 1 for illustration of Initials, Enclosures and Distribution. 


JOHN SMITH 
Chief, Procedures Unit 
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CENTRAL INTELLIGENCE GROUP 
2430 E STREET NW, 
WASHINGTON 25, D.C, 


1 September 1946 
MEMORANDUM FOR: CHIEF, COMMUNICATIONS SECTION 
DEPARTMENT OF STATE 


SUBJECT: Correspondence Procedures 


1. When plain paper or letterhead is used in preparing a meino~ 
randum, the date ig Placed one inch from the top or the last line of 
the heading respectively, the last digit aligning with the right margin. 
The heading MEMORANDUM FOR: is placed at the left margin about three 
spaces below the date. A double space is left for the subject which 
is written directly under the title of the addressee in small letters 


with initial caps. 


2 The body of the text should begin about 4 spaces below the 
heading, and as in other types of correspondence, single spacing ig 
generally used. Hgwever, to give the Paper a more balanced appearance, 
double ‘apaeine may be used when the text is unusually short as in this 


illustration. 
5. With the exceptions mentioned above » this type of memorandum 


follows the same outline as shown in Exhibit No. 2. 


JOHN SiITH 
Chief, Signal center 
Central Intelligence Group 
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approved For Roles U® IS EFED ESIRQD O00 1000FH UE oe 


CENTRAL INTELLIGENCE GROUP 


ROUTINE OPERATIONAL PRIORITY 


sth Me Sethe ae eis 


DATE: 2 SEPTEIBER 1946 


FROM: SUPPLY SHCTION 


TRANSMIT 
TO: 


PRIORITY 


URGENT 


JOIN JONFS 
21 MAIN STREET 
NEW YORK CITY, NEW YORK 


( CLASSIFICATION) 


TYPE IN CAPITAL LETTERS, DOUBLE SPACED 


TELEGRAM 


SHIP TWO DESKS, FOUR STENO CHAIRS, THREE FILE CARINETS, SIX EXECUTIVE 


CHATRS. RUSH. GBL FOLLOWS, 


JANES SMITH 
CENTRAL INTELLIGENCE GROUP 


/s/ Jemes Smith /s/ John Doe 
JAMES SMITH JOEN DOE 
ORIGINATING OFFICER(S) GOORDINATING OFFIGER(S) AUTHENTIGATING OFFICER(S) 
M NO. 
FORM NO. CLASSIFICATION 43) 


ocT 1946°5-7 
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Bxhibit Bea 
CON FIDENTT AL 


T.A.D. 100th Meeting 


CEAITRAL INTELLIGENCE GROUP 


INTRLLIORNG! ADVISORY BOARD 


25X1A Minutes of Neeting held in Room 6132 


on Monday, une o AT ce 


Pele 


VRIBERS PRESENT 


ALSO PRESENT 


SECRETARIAT 


Note: actual size of papor 
alae 84 x 14 


CON FIDENTT AL 
TAB 100th Meeting 
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Ex)Sbit Ho. 


CON PIDFUTIAL 


1. PERS SUBJHCT OR TITLE OF FERST PAPER DISCUSSED 


In reply to a question by Colonel yank, Mr. ROK said that 
AHH AAAAA KAN ANNANA KKAN KAA KAX MNKANAK AANA AANKAN KKK AH AK ARAN KAA KAKA HR ANHA 


Vre WILLIANS anid that “r. oe had handled the matters. xx 
MAARAAAKK AKAN AA RANA RANK AIA KAK AXA ANN AAN XANAX AHAAKAARA AAA AH KKH AK KAKI 


LINUTUNANT “ILLIANS said that xxx xxxxxxxXxXAXXAK XARA MANX IH 
KAKA AAKAA AAA A AAA AKAN RNA ARAK AHH ANH AK AAAKNN AANA MAK ANAKARA AIM K AHA AIK 


THE INTELLIGINCE ADVISORY BOARDIA- 


Agreed that xxcxxxxnxaxxxK AXAXXAA AAAAKKAA AKAN KA AAANAA AAA ARH 
AKAAAAKHKN AN AKAN ICKARAX KEK A AN XAANAAKARAARANANA ANRAX RAK EAR KAAK AAR 


heb 


2. SECOND SUBJECT OR PITLT OF SECOND SBRTKS OF PAPERS DISCUSSED 


Mre WILLIAMS sald that 22:65 4 cxRXXNXAXAKANRARAKAARAXAARARKARAAAKAA 
KAIAAAKAIA KAA ARAKI KN AIK AKAN AAANKAAAN A AANA KHAARANHARAAAAKAAAXKAAARIN 


Mr. RICHARDS concurred. 

After further discussion, 

THE INTELLIGENCE ADVISORY BOARDe~ 
Agreed: 


ao. That MAA AAIIIAAAAK AAAI XAAHA AAA IANA N AKAAK NANAK AK KNAK AARARIK 
KXAAKAAKAAIA AA AKAAA AKA ARIA AINA RRA AHA RANMA KAKA AR AA NIK OK KKAHKSC 


CL) XXXKKKAAAAARAAAAKAAKAAK A AKAAAAAAN KAKAKARAA AKAALX ANA 
MANN NNN ICN NIN AK ANAK AAAAAK MAK 2 


(9) KXXAAKAAAAAAKAAAAAAAAAAAN AAR ARAXA AAA AAAAA AKA AH 
KAAXAAAXRKAAARAAAAANAAAAANNAAAKAKA AA ANRAKAAK « 


(b) XAAAAARAKX AX AKA KAA AXKRAXAAAARANAA XANKAAAKREKKAN » 


Mote: ALL CAPS are used for speakers' names. 
Text is single spaced. 


Double space for paragraphs. Note: Actual size 
Triple space for subjects. of paper 
By x 14 
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CONFIDENTIAL Exhibit 6 


TAB. 100th Heoting 
CENTRAL INTELLIGRUCE GROUP 


INTRLLIGUNCK ADVISORY BOARD 
AGQHATIDA 


For tho Meating to bo held in Room 5136 
1 OBX41A = 


on ¥Yon * une » at 1450 


1. SUBJECT OF FIRST FAPER 70 BE CONSIDERED 
eterences 


Comments 


2. SUBJECT OF SECOND PAPER re Br COWS TDBRED 
0 LOronces | = 


Comonts 


5. SUBJECT OF SIIRD PAPER TO BR CONBIDERED 
(Pererencus) 


Corments 


29X1A 


Acting, Secretary, NeleAe 


Note: Actual sizo of paper 
ane a Sy x 14 


- 


CONFIDENTIAL 
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CONFIDENTIAL 


C10/TAD 26th Moeting 


1 April 1946 


THTELLIGENCE ADVISORY ROARD 


Trensoript of treaeting held in Room 100 


29X1A 


MINBENRS PRESENT 


Colonel “ilidiam Black, USA 
Myr. Richard Roe 
Mr. Joln Doe 


ALSO PRESENT 


Lieutenant Henry Gray, USH Mre Dick Richards 
Mr. William Willisne Nr. Bob Bobbing 


SECRETARY 


Mre Jom Brown 


Hotes Actual size of 
paper.83 x lé 
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No, Tb 


COWFIDENTIAL 


(The nesting convened at 12%) 

DOB 2: XAAXKKIWCKAAY ARR ARKRA KAHL AAANANRK AAA AAA KAAAT AIHA KXAN MAMAN KAHN R NIN 
XXAAARARANRK AMX KAXAKARRAMRRMAMY KM MK KANAK LURK KARKKAKA NX KKKK KXAXKNKKKAKY RIANA e 

BLACK: XXXXXHAAAK AAR AKKAK AKK AK RX AKKKKXAKKRKAXKRAAXNAARKAALNEY « 

GRAY: — XXXKKXRARIKARKRAANAR ARM KIA KX AKR NA KAAA KK AARKA RHA KNX KAAAA XR MA KAK 
XARAXAAA A NARA NARNXXKAAAKAKAAAK KAA AK AANKRANR NKR KKKH AX AKAXX 

(Discussion off the racord) 

DOK ¢  AXXXKAKANNIMK KAA AKAN KKH NAR XXANAAKAKKXARAKAK AK KKK KXHAAKKIA NK KKIN 
XXXAXNAAANAX AAA AAXKAAKK AXAAAAN 7 AANRAANAKANAAAALANRANMAK KAKA ANAKAH KINA N  e 


(The meeting adjourned at 0130) 


Note: Actual size of 
paper-8s x 14 


Hote; All speakers’ titles are omitted in the interest of facility in 
transcription. 


the entire transcript is double spaced. 
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Bxhibit No. Sa 


COMPTOCNYTAL 


comets 


25X1A 
a 


1 Yebruary 1046 


CTHPTRAL TMTRLLTORS Cis GROUP 


25X1A TITLE OF Tih PAPER 
Roferancen: 


Note by Dirootor of Central Intelligonce 


Le XAXKKXXKAAAAAAAAAAXARIAKARK KAXRKAAN KY KAK AAKARARA XK AKIN AKKIIK, 
AXXKLLAXK AAAAAKAXAAHAKKKAKALNH LK AAKNAKAARKKIK o 
Qe XAAAXXAAKAAMAA ANA LMA NMA KARKHKMKKKAK HICK LITO KICK IOI ICI IOI 
NKAK A KAKK KAKAKAAARARAARANRNKAARKK MARANA AN NAKARKKIKN » 
De XAXXXAAARAARAXANRARAAK AX AAANAIN A LANA NAAN IAA KK INIA ICH IK 


XXKMAKKKIA ARK MAHAKAKARANRK HAR AKAKICN. MAX KAARK ARAKRKAKKXAK KA ARKANRNK KKAKANIN « 


2 XXXXANRAAAAAAKAXAAAXANAAXANRKANXAAXAXANKAAKAKAAKARKAXAANKNRAKAAIKIAN 


RAAXXMAAMAAKEA ANAKKAKA KX KAAKAKRAKRAAXRKNAKKARNKX o 


Note: «actual size of 


oases paper-6} x 14 JOB DOE 


SECRETARY 
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Exhibit, No. Jeb 


RUGLUSURT "A" 


Tun TTT OF THe PAPOR 


AC ee IRE rN FR AAR eR 


La XAAKKAAMKAN KAKA AM AHAAA NAR ANKAAAKA AAKAK AN KK KIA XHA HK AKAMA NAKAI 


AXXRAAKAKRANRAAKNAAKAMARK AKRAM MII NA AMMA RIK AK RNNKRN RMKANAKAK AK o 


2. Paragraph heading 
Re XANMA KAA KAKNAR NAMA ARK RK RARNARNARANK NH KKKAARARARAKAK LAM TK 
AXXLARAAAKAAKKAXKA NANAK FAR AKMKAAXH |, KAM MK KKK AAA AKARKA KKH» 


De  XXNAXKAANKAAARNRAKAAXKAKKAAKANRAAKKAKARKIXAARNMANAKNAKIAKN o 


Hotes Actual size of pauper 
eet ot ne setene Re Sretine Si} x 14 


Note: The enclosure, appendix, annex, or tab designation is 
written in the lower right-hand corner of the page, on 
the sane line as the page mmber. 


29X1A 


ae -l- Enclosure "4" 
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ixt.dbas Me. {) 


GOV PIDENT IAL 
MTA OIR. 


lL March 1946 
HATTOUAL TPELLIOENC! AUR LORITY 
DIRTCMVE 


TTL OP Dl DIRECTIVE 
Neference: CIG Yenorandum b February 1946 


Note by the Secrotary 


RARKXKAAAAINANRIKA NK I AMKKAKAAKKALMKK AKX KAN KAAKKE AKI OKRA NA HAAR 
KAKXAKAKKXRKRAKAKRKA XKAALAAKKKAANKA SAA MAK IHARKRAAXAARHKA AAMAKARAKKXAANK KI AKAM 


XAXAKAAAAA ANAM AAAAKAN NAM AR MHA. ON LAK KAA KKH ANN NARA M RK: MARK AXKKKe 


29X1A 


Note: Actual size of aren) 


r-8p x 14 
paper~8 ACTING SECRETARY, N.I.A. 
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ADDRES SEE LETTER ADDREBS SALUTATION AIM CLOST 
The President The Fresident Dear ir. -roaidonty: 
The ‘White Nourse Respectfully yours, 
Secretary to the Honorable (full name) Dour Sir; 
the Preaident Secretary to the 
Presidont Very truly yours, 


Tie White House 


AED ERP EAE AOD RD SET aS AED OEE TNE EE Rae UES ts SN HOI 


Secretary to Major General (full name) Dear Sir: 
the Prosident Sgoretary to tho 
with Kilitary Presi dout Very truly yours, 
Rank The “hite ‘louse 
Wembers of the The Honorable Dear gir: 
Cabinet The Seoretary 

of Stute Very truly yours, 
Post Offioe The Honorable year Gir: 
Departmont The Yostmanter 

ceneral Very truly yours, 
Department of The ‘Jonorable Deur Sir: 
Justice The attorney 

General Very truly yours, 


President of the The Honorable (full name) Dear sir: 


Senate President of the 

Senate Very truly yours, 
Conmittee fhe Honorable (full name) Dear Sir: 
Chairman Chaiman, Comittee 
United states on (name) Very truly yours, 
Senate United States senate 
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AO NESE SB Ceaeee Lit TER ADDEEGS HALUTATTON AWE CLOSH 
yonator The ionorable (full nwae) Dear fiir; 


Wmited Staten Genate 
Very truly yourr, 


eee Mate Kieren fidedine wiabrente Wat oto 


Speaker of the ‘The 'onorable (full nane) Dear gir: 

‘inuga of Repre- ppeakar of the ioiuse 

sontativen of Representatives Very truly yours, 
Comnittee The Sfonorable (full name) Dear Sirs 
Chairman Chairman, Committee on 

Youse of Ropre- (name) Very truly yours, 
sentatives Igouugo oF Represontatives 

Representatives The Monorable (full name) Dear Sirs 


House of Representatives 
Very truly yours, 


te tet elem maoe- oo 


ead of indepen- The Honorable (full nane) Dear Sir: 
dent office Adninistrator, 
Federal Security Agonoy Very truly yours, 


om eet 


at 


Se uendihmenaetne hematoma 


Foad of agency The Konorable (full name) Dear Sir: 
subordinate to de- Governor, Tarm Credit Aqg- 

partment or indo-~- ministration Very truly yours, 
pendent office Department of agriculture 

representative 

fie Public Printer The Fyblic Printer Near Sirs: 


Government Printing Office 
Very truly yours, 


A AN ee eet 


a sateen elem 


Saeed 


Director of the The Director Dear Sirs 

Bureau of the Bureau of the fudzget 

Budget Very truly yours, 
The Comptroller The Comptroller General Dear Sir: 
General of the United states 


Very truly yours, 
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ALDDNTS StH LETTS ADNRTSS ShLUTATTION AT CLOSE 
hater nen enema erenerenteeeterm tiem ane ea eT OO Chem wadarion emia, OF ete OLE En OA Ae At «STE AES. GAN ED PetynctO POON REPO tO st, 
Pranident of a The Honorable (full nares Dan> Sir: 
board Tresident 
Board of Connissionern Very truly yours, 
of the Dratriot of 
Columbia 
Proaident of a The President af the Doar Sirs 
comission Inited crates Civil 
fervice Com sation Very truly yours, 
Creimaan of The Chaiman of the pear Sire 
Ronrd Rallrond Retlroment. 
Rgard Very truly yours, 
TTD tay ete te tata aan senteneneeemeeteeemmemanemtemateenenntmee agen anne ane 
Chairman of a The Chairnan of tne Dear Sir: 
camiission Interstate Commerce 
Coraais sion Very truly yours, 
OL A LLL OLCOTT ARE tt eit ttt nt eNaente eet ns epeettereap tae ete tt ee apsceaenin met npeite-tderren 
Tne Chief Justice fhe chief Jystice Dear Sir; 


Zhe supreme court 
Very truly yours, 


amen: ~~ 


batteseeeeenemenrtnamentaiintaietadarteninteetebemements panne ne 


Justice of the re Justice (full name) Dear Sir; 
Suprene Court The Supreme Court 


ey 


Very truly yours, 


cere cenrntn  eee ennnennenenen e 


ftevernor of state ‘the ienorable Dear sir; 

The Governor of (state) 

(city, “tate) Very truly yours, 
een LL CC TELCO AT A CET OG ei etna att tennant -nens rian nett theese agar cenrne x-etervancsnsn 
Hayor The Honorable (fuli name) Doar Sir: 

Mayor of tha C4ty of (Teme) 

(city, State) Very truly yours, 
A CLL LATENT A OSGOOD tpn item ee tip eg co 
Mother superior Mother superior Dear Mother Superior: 
of a parochial (order if used) 
school (Institution) Very truly yours, 


(Street address) 
(city, State) 


COE TT SO ea eet Oa eshte rheometer 
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ADOT IER LEtvnit AD DROS DALUCART OO AMD CLOOB 
Noator, president = Pull iane, tagrae Jeane Lr: 

of a oollerge or Prealident 

university ( Tsti tutions Vory truly yourn, 


(Street addresa) 
(city, State) 


— 


OER Se ED SAE CAPE. A. Rete em 


Nean of a sohool Dean (M12 sare) Near Lean (surname): 
Solhioul ~% (name) 
The Iniverstty of Very truly yours, 
(nano) 


(clty, state) 


POI gett aeRO chat ERE AEN ETE CED 


See’ 


ee cae 


Profossor Full name, Dayroe “war olr: 
(Nuno of school) 
(streot addresu) Very truly yours, 


(city, atate) 


oe area 2 en 


Re arate 


Pryatied an Full name, De Dear Sir: 

(Stroet addross) 

(city, nsate’ Very truly yours, 
BIE Ey Me ay Gr SORE ge Np AE Ba RE Ge nS ee ara > sea nreaae eaten a 
Lawyor (rull name), Kaquire Dear Sir: 

(Street Address) 

(cAty, state’ Very truly yours, 
Other civilians vr. (full nano) Dear 3ir; 

hirs. (full name) Dear \-adan: 

(or) miss (full nane} (or) Dear viadan: 


(or) vesars. (1) nase) for) Doar Sirs: 

(or) Mendanws (full nanes) (or) Dea “osdas: 

(or) Misses (full names) (or) Doar Vosdanen: 
(Street address) 


(city, state) Very truly yours, 
nn 
To a Corporation Mame of (ompany doar Sire: 

Ynoorporated 
(Local address) Very truly yours, 


LL A LT CAT CECE INLETS PT A CSET TTS A TO ADP SECs bee searethetipe a ce meee searsntn 
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PNR ad ee A ae Gable av re Aba CORE 
Av AnorLoan “he Holt le Cauld Bhiag aa , joer lyre: 
AnUaunador tuauvriga: A~nbasaador 
London, Unland Vary cradle gout, 
GE papery. oS TRRET Ee ENERO —8 Oy em GORD are OR Ramee rename, cain oe ee ee eh ae eh tele Cae EE hale Ye 


An Arneritoan Pull Name, Kaquire Dear Sir: 

Congul Tneral, Amoriean Congul 

Cangul or Stoo General Vary Srouly yveurg, 
Gongul parle, . “hed 


Fe eee ee ee aineaiunstimndieenmmitntemenenennen ee ee eee re ne woe 


To the Librarian The Librarian of Dear Sirs 
J" Conpraga CONLYVBS 


Very truly yours, 


oar a eee 


A ood ins roan rel ere eee: 


- 


To n General Mall pane, UW. eAe woo jit: 
of the Amy Genernl of snu Aruy 

tar Dopartaant Yory truly vourn, 
To an ,dmiral Advadrat (321) game) U.G.il- Dear i3fis 

Chief of Naval i-perations 

Yepartnont of the Navy Very truly yours, 
catholic Cardinal ‘is iminonce Joim Your Vsilnenoos 

Ser eisin) ee 

Arehbiahop of How York Reupyatfully yours, 
vatnolica The “ost evorend John De@ “98% Rovaront Sir: 
Arehbi ahap Archbigvop of Baltinore 


Yespootfully yours, 


nme’ 


Catnolioc Bishop The vost Naverend John Nee Yost Reverend Sir: 
Bishop of Jaoramonto 
Reapuctfully yours, 


Catholic “he Right Reverend Dear onsignor: 
¥onsignor vousignor Jonn De 

(higher rank than Roapestfully yours, 
delow) 
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ADDRESSEE LETTER ADDRESS . BALUCATION AND CLOSE 
Catholio Monsignor Tho Very Reverend Dear Monsignor: 


Monsignor John jjoe 
Respectfully yours, 


SE St A SF PO ENTE A SO AN SERIO OP She Ue oy thee we 


orate nerve Cendant 


yea 


Catholio Priest The Reverend John Noe Near Reverend Sir: 
(chursh) 
(city, State) Very truly yours, 
Protestant The Very veverend John loo Very Reverend sir: 
Bpiscopal Dean Dean of Washington 
Cathedral Very truly yours, 


 cpeninatendumteenteedinedid 


vethodist Bishop The Very Reverond John Doe Vory Reverend “ir: 
Hothodist Hishop 
Nespectfully yours, 


Reh | i ee Aina A create ele Eakins aioe ia SD SOS a OND AI ER pe AEP ER er ot i 


Other clergymen The Reverend John Doe, or Reverend Sir, 
The Reverend Jnim Doe, 
DeD. (1f entitled to a Very truly yours, 
degree) 
Jewish Pabbs Rabbi John Bos, or Dear Sir: 
The Reverend John Poo 
Local nddreas Very truly yours, 
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cin. 


l. Pur pose 


The general purpose of thin instruction ie to acquaint the 
persomel] of C10 with the various types of service provided by the 
Central Records gection, Servioes Division, and to set forth prooeduros 
governing the routing, handling, and filing of official CIG doounents 
by Office and Staff Section personnel. 


Ze Organisation and PMimotions 


a. The Central Reoords Section, Services Division, adainia-~ 
tration and Managoment Branch, is responsible for; 


(1) Establishing, and operating a oentral mail room ond 
a messenger ont courler system for routing communications within, inte, 
or out of the Agenoy. 


(2) The maintaining of records and the ostablishnont of 
controls on all incoming and outgoing dosunonts. 


b. Tho following organizational units have been established 
under Central Records ceation to accomplish tho functionn enumerated 
above, 


(1) Central wall tit 

(2) Distribution Umit (4noluding Central Piles) 
(3) Information Distribution mit 

(4) Special distribution tnit 


3. Terminology 


The following definitions, while not necessarily complete fron 
a technioal point of view, explain the meanings of certain terns as 
they are used in this instruction: 


a Dooment: any official paper, correspondence, pamphlet, 
book, publication, writing, or other instrument, whether olassified or 
unclassified, which coveys information. 


be Classified Document; any document which requires security 
grading, i.e., TOP SRCRET, SECRET, COMFIDEVTIAL, or Restricted, to 
o5X1A indicate the degree of precaution necessary for its safeguarding. The 
Olassificatien is determined in accordanc® with the standards outlined 
in geourity aduinistrative Instruction Ej ‘ 


AORTIC EM ALT 2 
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G. Registered Doounent: a TOP SRCRET, SECRET, or CONFTDENTIAL 
document, or a Restric o graphio document or device, oarrying a 
register number, a short title, and instructions tu acoount for Lt 
poriodicnlly. (A registered document is not to be confused with a 
Glassified document to which, for administrative reasoo, a number or 
short title is assigned for bookkeeping or reference purpose only.) 

In the absence of the required markings, as enumerated above, doctmenta 
will not be reported upon. Doouments will be registered only when £t 
ia essential for the Lasuiny authority to control distribution and 
maintain a record of the custody of all copies. (OffLoers authorised 
to originate and/or Lasue TOP SHCRRT, SECRET, or CONFIDENTIAL documents, 
and Restricted oryptographio documents, will designate as "regiatered" 
only auch doouments as they doom necessary in tho interest of national 
security. ) 


d. Intelligence Information: "raw" information received fron 
collecting agenoles witch has not bean evaluated by the Office of Reporta 
and Fgtimates, cId. 


®. Intelligenco vaterial: intelligence documents whion have 
been fully evaluated by the OrPLce of Reports and Katimntes, CI, and 
are published for CIO, 


£. Depository: the filo to which a document, after having been 
used and/or ested Upon, ia sent for permanent retention, or where excoss 
copies of intelligence dooumonts are stored, 


G- Messmer: a person who is assigned the duty of transmitting 
gooutents classified Up through SRCRPT within a building ocoupied by CI. 


h. Courier: a porson who is assigned the duty of transmitting 
documents olassified up through SECRET between buildings of CYa and 
between CIG and other government agenctes. 

i. TOP SECRET Courier: an officer or specifically deal gna ted 


civilian who has been authorized to transmit TOP SECRET documents within 
and between buildings of CIG, and between CYG and an outside ayency. 


|| OFFICIAL, DEPOSITORIES FOR COMMUNICATIONS 
ata caeeate nn pints ann nN 
1. General 


@. The Central Records Section, Services Division, designates 
official dopositories for all adninistrative documents except onbles, 
cryptographic documents and devices, 


be The Office of Reports and Estimates designates official 
depositories for all intelligence docummts. 


CONtiticN HAL 
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2. Depository for Intelligence Doounents 


The official depository for all intelligence documents will be 
the Reference Branch of the office of Reporte and etinates, 


3. Depository for Administrative Documents 


Central Files, Distribution Unit, Central Yecerds nection, 
Services Division, and/or Office or fitaff Yeseage Centers will be tho 
official depositories for all incoming and outgoing administrative 
doounents other than those olassified TOP SECRET which will be 
deposited in the Speoial Distribution tnit, Central Records section. 


4. Depository for Extra Copies of Intelligence Documenta 


furplus copies of CYG-produced intelligence doounents olassifiod 
SECRET or below will be atored in the Information Digtribution Unit, 
Central Records Section. Intelligence documents clanaified TOP SECRET 
will be stored in the Speoial vistribution Unit. 


5. Depository for cnactive Files 
me chlemhmeimelr n n 


a. Any Office or Staff section having doouments on file which 
are inactive ar of no further value in connection with current opera- 
tions will report the fact to; 


(1) Reference Branch, ORE, if the documents are 
intelligence matter of eny security classiflaation. 


(2) central Files, Distribution Unit, Central Records 
Section, if the documents are administrative matter classified below 
TOP SECRET, 


(3) Information Distribution Unit, Central Records 


Seotion, if the documents are -sdudutetrut'®ss-neeter-or surplus copies 
of CiG-produced intelligence olassifiedy Top SECRET. 
‘oan 


(4) Special Distribution Unit, Central Records section, 
if the documents are administrative matter or curplus copies of CIG~ 
produced intelligence classified TOP SECRET. 


b. Shen notified of an inactive file, the appropriate branch 
or unit will send a representative to survey material and arrange for 
proper disposition and storage. 

MM use oF cro mrer-orrice CRAIN ENVELOPE 
le General 
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a. ‘hen Used 


Offices of OIG will use the official cIa inter-office chain 
envelope for the transmittal of doounsnts below TOP SECRET in olassifion~ 
tion travelin;, within the CIG Messenger and Courier System to other 
offices of CYG. \mder no clrowastances will the onvelope be used for 
the transmittal of TOP SECRET documents. Documents will not be trans- 
mitted outside CIG in the intor-offion chain envelope. 


b. Stocking of Inter~0Office Chain rnvelope 


Kach Office Message Conter as well as piok-up nnd delivery 
points within orfices will, upon request to Central Reoords sootion, 
Services Division, be furnished with a supply of inter-office chain 
envelopes. 


c. Delivery of vail 


All mail delivered by a Messenger or Regular Courier to an 
Offico Message Center or a piok-up and dolivery point within an office 
will be contained in CIG intor-office ohain envelopes. Where mail is 
classified SECRET or CONFIDENTIAL the reaponsible ind4vidual at a 
delivery point will remove attached Resoipt Form 35-16 from the inter- 
office chain envelope, sign, snd return signed reocoipt to the Messenger 
or Courier, Momally, chain envelopes containing Restricted or m- 
olnusified mail will bear no receipt. 


@. Dispatohing of 6G Documents in Inter-Orfice Chain Envolopes 
a. Additional trapping Not Heceasary 


offices of CIG will dispatch outgoing inter-office mail 
(and that intra-office mail which is destined for , segment of an office 
housed in a separate building) in CIG inter-office chain envelopes 
without additional wrapping. A separate inter-office chain envelope 
will be prepared for each offioe to which materials are being sent. 


de Pyeparation of Face of mvelope 


It ie essential that the colums appearing on the inter- 
office chain envelope be filled in completely, and that tho office 
designation always be indicated. Tr it is the desire of the sender to 
dispatoh the document to a specific individual. the individual's nane 
may be noted in parentheses aftor the office designation, for example: 


PROX: OCD TO: ORE (aAttms wr. Blank) 
In all instances rooz muber, when know, and building will be indicated 


in the proper colum. fhe CIG inter-office chain envelope will not be 
thrown away until all spaces have been used, or until the envelope is 
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completely worn out. If an office acounulates «a stock of envelopes which 
oxceeds its needs, tho surplus will be returned to the vossenger or 
Courier serving, the office. 


O- Nail Trensmitted Outside cid 


Docucente to be cransaltted outside Crd will be routed in 
the interolfice chain envelope to tie Diatribution Unit, Cantral Records 
Seotion. (or dotailed instructionn covering the handling and routing 
of outgoing documents suo ae 


de. Trenamitting CONFIDENTIAL or SECRET Dooumentes 


The CIG inter-offion chain unvelope, when used to tranemit 
CON PIDFNTIAL or SECRET documon*ts, will bo sealed with ono CIG gummed 
label and the initial of the sealer will bo entered in an approprinte 
place on the soal. These seals nay alac be obtained from Central 
Reoords Seotion. (Under no oirounstancos ahould seoteh tape be usod to 
seal the inter-olffice chain onvolops. 


Tho CIG inter-office chain envelope, when used to tranemt+ 
only undlassified or Restricted matorinl, need not be senled in any 
manner, but the envelope flap should be pushed inside. 


A 08 at A Sie 


ft. Inter-Office Chain invelones Numbering and Reooipting Syatens 


Hach OfLYPiee Zessage Center and each designated pick-up and 
dslivery point within an office will initiate its own numbering sorien 
for intear-office chain envelopes, the contents of which are olassitied 
SECRET Ov CONFIDENTIALe This number will consist of the month exprensed 
in number and the next unused consecutive number, e.g., if the first 
envelope is dispatohed in June, the number vould bo 6<1: {2 the tenth 
envelope is dispatched in July, the number would be 7-10, Since the 
second number is the identifying envelope number, 1+ would continue in 
numerical sequence until the end of the calendar year. Thus, if 520 
envelopes containing SECRET or COV VIDENTTAL documents have boon dinpatehed 
as of December Sl, the last one would be numbered 12-320. At the 
begiming of the next calendar year, a new series would be initiated, 
the first onvelope in January of tha new year being numbered lel. This 
office envelope number will bo placed in the office of dispatah colhmm, 
before the nana in the "From" colum. fhe number appearing on the 
envelope will also be placed on the attached Receipt Form 56-16. 


Receipt Form 36-16 to be attached to inter-office envelopes 
containing SECRET .F CONFIDENTIAL documents will be prepared in the CIG 
receipt book in duplicate. Receipt Fom 35-16 is in triplicate in the 
receipt book; however, only two copier are to be used and no attention 
is to be paid to the colors of the copies used, The third copy hes a 
special use in isolated circumstances. The original copy of the receipt 


TORTS DN pen oe 
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will bo atapled to tho onvolope. Tho propnariny of fico will rotain the 
carbon copy of the receipt for its reoords. Thia copy wilh bo elyned 
by the Measongar or Courier who picskea up the shain onvelope. The nuaber 
appoaring both on the Roooipt Fom 36-16 and the intor-offieu ohnain 
anvolope will bo noted in tho office log opposite the individual papers 
tranamittod in tho. Inter-orfioe chain envolope. Thia will provide a 
record of the doowaonts tn any ono onvelopo, 


& ! Be bulky Noounents (| Clas ni fied) 


Classified doauaonts wile, because of bulk, cannot be put 
in the inter-office chain onvelopo, will be wrapped in a satisfactory 
manner, taped with CIG gummed soals, and forwarded in ox,ctly the same 
manner an an intor-office chain envelope. 


3 Operation of Courier and Messenger System 
a. Courier vLok-Up and Delivery 


Central Necoris Section, “ervices, ivision, will provide 
offices with pick-up and delivery Courler gervice from and to npproprinte 
points looated in different buildings. An inter-office shain envelope 
containing SECRET or CONFIDENTIAL docunents, after being sijned for by 
a Regular Courier on Receipt Form 36-16, will be delivered to tho 
appropriate building and Office Mesange Conter. The approprinte 
individual in the : »coiving Office Message Center will romove and sign 
the original copy of Receipt Form 36-16 attached to the chain envelope 
and return receipt to Courler. The Central Yall Room will maintain a 
file of all completed roceipts for looation purposes. Tho Courier 
transmittal of a Restriated or unclassified document to n location in 
another building is accomplished in the chain onvelope without ropard 
to the use of Receipt Form 35-16, 


b. Mossenger Pick-Up and Delivery 


Gentral Records Section, Services Division, will provide 
offices with pick-up and delivery messengor service from and to 
appropriate pointa within the same building. The delivery of a chain 
ouvelope to any offivus losated in another buliding will be rade by 
Regular Courier as indioated above. 

25X1A 


(ana CIG MESSENGER AXD COURIER SERVICKS 
1. The Central Records Section, Services Division, will provide 


each Office and staff Section of CIO with Neasenger and Courier service 
as follows: 
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a. TOP SECRET Couriers 


TOP SECRET Courhers will be used to transmit TOP SECRET 
documents between individuals and huildings of CIG and between CXC and 
and outside agenoy. 


be Reguiar Couriers 


Regular Couriers will be used to transmit doouments 
classified SECRET or below between buildings of CIG and betwean (TG 
and an outside agency. 


6. Hessengers 
Messengers will be used to transmit docunsnts classified 
SECRET or below between individuals and offices located in the sane 
building, but will not carry documents botween buildings. Certain 
messongers, however, may be used to transnit wnolassified or Restricted 
documents between CIG and an outside agonoy. 


d. Operation of Regular Courier and Yessenger Service 


soo 
BE Locomia AND ROUTING OF ADNIWISTRATIVE DOCULENTS, OTHER ZHAN CABLES, 
CLASSIPISD BELOW TOP SECRET 
1. Incoming 
a. The Contral wail Yoit will: 
(1) Receive, open, and time-stanp each ‘document entoring 
CIG and wute each administrative document to the Mestribution Unit, 
Central Records Section, services Division. (The only exception to 
this procedure is an incoming pouch document addressed to 0S0 which, 
after heing properly recorded, will be routed unopened to the orfice 
of Special Operations.) 
b. The Distribution Unit will: 
(1) Assign CIG contro] number. 
(2) aseign file classification number. 
(3) Prepare CIG Fors 35-1 in multiple copies, assigning 


a suspense date by which time correspondence must be answered, establish 
a follow-up syatem on suspense dates. 


CONFIDENTIAL 
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(4) Prepare a Consolidated Receipt, CIG Form SG-3, for 
onoh receiving Office or Staff feotion Message Center and insure the 
proper return of thin receipt fer filing. 


(5) Route documenta to the Office or Staff Message (ontore 
Counter will, 


6c. The Office cr “taff Yoana 


(1) Sign and return “TG Form 36-3 to Digtribution Unit. 


(2) Chock docummt against coples of CIG Vor 35~1 which 
ere attached to enoh decument. 


(5) Withdraw office Moasnge Center Copy of CIO Form 85<1 
and indicate thereon the partioular offfee sub-division to which the 
document will bo wuted, 


(4) Pile CTG Form 365-1 by the CIG eontrol mmber appearing 
in the upper left-hand comer of the Porn. 


(5) Route dooument to appropriate Receiving Office. 
@&, The Receiving Office will; 


(1) Record doounent in any appropriate log which will 
enable that office to acoount for all documents received by Lt for 
notion or as a matter of interest, 


(2) Return document to Central Piles, Distribution Unit, 
for pernanent filing after 1+ han served its purpose. 


(33 If the dooument mugt be retained permanent}y in the 
recoiving office, remove the copy of CG Form S6-l attached to tts 
rote the name of the office of retention thereon, and return it to 
wtsatribution unit. 


a. the rigknating ofMos will; 


(1) cheek document and envelopes for correot preparation 
in conformance with CIG Adminintrative Inatruction Ho. (iota 


(2) address envelopes. 
(3) Iaure that a receipt (cTd Form 38-15) has been 


prepared and is attached to all documents classified CONFIDENTIAL or 
above. 
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(4) Insure that a copy of the dycuments is attached to be 
withdram by Distrhbution Unit and forwarded to Gontral Fhlesg for 
pormanont record, he Central Files oupy will have attached +o it, when 
olrounstanows requiro, a nemorandua for record, or all buck slipa, 
inter-office menoranda, and notes which have preceded the preparation of 
tie document, 


(6) Attach a CIG vorm S611 if a special method of di. spatoch 
ig dentred, teow, "Air Mail," "Rogistorod, ” "Spooial Delivery," "Pouch," 
eto. 

(6) Rooord the document in the of'fice of origin log and 
dispatoh 1t to the Office or gtaff Yeossage Center in accordance with 
inter-office chain envelope procedure (aco geotion 403). 

b. The Office or start Mogange Center will; 
tent eee tneremeinnmenneteaenemeemeineiiemennnmne tte nari rn 


(1) Cheok to see that an adequate number of copies of the 
outgoing document has been prepared, 


; (2) Insure the adequacy of the memorandum for record on 
the Central Files copy of the document. 


(3) Cheok to sve that adequate envelopes and receipts 
have boon prepared for use of Distribution mit. 


(4) Assign exch dooument a number preceded by the authorised 
abbreviation or symbol for the Office or staff Section. This number will 
bs placed above the return address on tho outside onvolope. 


(5) Reoord the documont in appropriate log and forward 
document to Distribution Unit in the inter-office chain envelope. 


(6) Qet in touch with etribution Unit to deternine the 
cause of dolay if a copy of CIG Form 851 for each outgoing document 
has not been received within twenty-four hours after ita roleaso. 
CG. The Dystribution Init will; 
haath ame damn eateeermeriaintehninmetiae o eatin ntn inne ote mene aor ae 
(2) Gheck the document to seo that it is properly propared. 
(2) Assign a CIG control number. 


(3) Assign a filo classification number and indicate cross- 
references. 


(4) Prepare CIG Form 35-1. 


(S) Forward to Office or staff Message Center one copy of 
CIG Form 35-1 as assurance that the document has been dispatched. 


LP AS BP ae 
CASE TS = Se ee 
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(6) Forward tho document after it has been proparly 
recordod and sonled to the Contral tail Unit for actual diepatol. 


da. The Central yvabl Mit wills 


(1) etermine from notations on VIG Form 36-11, if attacned, 
wnat special handling has been requested fer tne document, and handle 
in that mamer if possible, 


(2) Prepare ond maintain all records and receipts for 
envelopes of classified documents. 


(3) KEfvet delivery of deciment to proper trangni thing 
ALONG es 


0 Sealed Documents 


If for socurity reasons outgoing doouments are ty be sealod 
in the offies of origin and tho con‘Sents are not to be seen by procossiny 
personnel, the originating Office will; 


(2) seal the envelopes, placing on the outside onvoelope 
a number, preceded by tho authorized office abbreviation or symbol, for 
the use of Central wail Unit in recording the orvolupe. 


(2) Attach Por S5-1l indicating whether document ia to 
travel through clessified or unclassified channels and any spooinl 
nandlicg requested. 


(3) Dispatch to Contral Mail Umit vie Office vossape Center. 
f. Pouch Joounents 


Doocumonta to be dispatehed by pouch from Clq to dentina- 
tions outaide the Distriot of Columbia through Courier or afniluar 
service will be processed in the sane manner as any othur outgoing 
doqunent (see Section§. documents from 090 intended for dispatch 
to locations outside the Diatrict of Columbia will be deliverod already 
wrapped to the Central Mail Unit, for recording end forwarding through 
proper transmitting chamels. 


5. Inter-Office 


a Office or Staff Message Center Frocedures 


It is the responsibility of the Office or Staff ¥essage 
Conter to keep adequate records of all inter-office handling and routing 
of docunn?s. Chanmeling of documents through Central Records will not 
be required in inter-office exchanges. The systen for recording inter-~ 
effics documents will be developed to Mt the needs of each office, the 
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only roquiromonts being, that, at all times, the Office or Staff Moasago 
Conter will be able to account for the disposition of both incomin; and 
outgoing documents and appropriate security precautions aro observed. 
The log used for recording outgoing documents may also be used for 
recording all types of inter-offiae doouments. 


b. Filing of Inter-0rfice Doounmts 


Inter-offioce doouments which obviously are of no permanent 
value will not be forwarded to Contral Files for retention. Tho de- 
termination of tho value of intor-office docunents will be made olther 
by the originator or the final recipient. Inter-office documents will 
be forwarded to Central Files if thoy: 


(1) Contain valuable background information which will 
supplement the infonsation contained in the memorandum for record on 
the Contral Files copy of outgoing mail. 


(2) Contain information supplementing a published directive 
or order. 


(3) Goncorn a subject of permanent value either fron a 
poliey or a historical viewpoint, 


Oo. Tranamittal of Inter-Office Doouments 


Documents traveling botween offices will be forwarded 
through the Yeagenger and Courier System in chain envelopes (see Section 
» except TOP SECRET which will be handled either by TOP SECRET 
“Ourier or TOP SECRET Control officer. 


LOGGING AND ROUTING OF INTELLIGENCE INFORSATION, OTHER TRAN! CABLES, 
CLASSIFIRD BELOW TOP SECRET 


1. Incoming 
o. The Cantral wail Init will: 


(1) Open and route all intelligence information received 
in CIG to the Information Distribution Unit, Central Records section, 
Services Division. The only exception to this procedure is incoring 
pouch material for 080 which, after being properly recorded, will be 
routed unopened to the Office of Special Operations where it will be 
acknowledged by signed receipt. 
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b. Tho Information Datribution Unit wills 

(1) Assign a CIG control number, 

(2) Anoign a file alasnification number, 

(3) Record the document on CIG Pom 3865-2. 

(4) Deliver oach document to the proper representative 
of the fending Contor, OCD, whero tho distribution to he acoorded the 
docunont will be detorined. 

(6) ‘Make necessary records of distribution as indicated 
by the Reading Center on CIG Form 36-2 and withdraw Central Rooords 


copies of suoh Forus. 


(6) In tho case of ORE, attach three copies of CIG Form 
35-2 to copies of reports going to that office. 


(7) Prepare Consolidated Receipts (CIG Form 35-5) for 
nll documents and insure the proper return of this Receipt from the 
office of address. 


(8) Dispatch each document to appropriate Offico or 
Stat! Hessage Center. 


ce The Office or Staff Nossage Center will: 
(1) Chook documents against enclosed Consolidated Receipt 
(CIG Yorm 36-3) which it wilh sia end return to Infomation Distribue 
tion Unit. 
(2) Record receipt of documents in an approprinto lor. 


(3) in tho case of ORB, check the documents ayninst the 
coplen of *IG ‘orm 35-2 attached to each document. 


(4) In tho caso of ONE, withdraw the three Mossaye Conter 
copies of CIG Ferm 50-2 and indicate thereon the partioular subdivision 
of ORE to which a document is to be routed. ‘The three copies of CTf 
Form 36-2 will then be filed as follows: one by CYG control number, one 
by source, and the ronaining one by subjeot. 


(5) Dgspatch doouments to receiving offices and record 
disposition in an approprinte log. 


d. The Receiving Office will: 


(2) Reoord receipt and disposition of doouments in an 
appropriate log. 


CONFIDENTIAL 
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(2) In the caso of Us, maintain reoord of doounents on 
Fom $52 supplied the recetvtug office by (PE Message Center. 


2. Outgoing 


Sinoe CIG at the present time diatributes little intelliyence 
information to outside agencies appropriate Inotructions for its handling 
will be annowmoed when and if tho need arisos. At the present time out- 
going Intelligeuce infornation Ls processed exolusively by the Infurmne 
tion Distribution nit, Contral iocords Section. 


3. Inter-office 


Intolligenes information dsoununtea traveling, between offices 
will be processed in the game nanner an administrative material (see 
Section BBB), 1.0., through the Yeasenger ond Courier systen in 
chain envalopas. Complete records willbe naintalned in dispatching; 
and receiving officus. 


BE processwre oF zop secret rocuEnes 


1. Gonoral Information 


u. Transmittal of ?OP SECRET Doounonts between Offices and 


Divisions of CiG 


Transmittal of TOP SECRET documenta between Offices and 
sxecutive Stell Divisiona wil] bo eccomplishad by a TOD SNcHET Courker, 
@ese, Lrom ORE te GG; from Services Division to Pinence oivisien, All! 
Bronch. It {s permissible within cIG, however, for one Assistant TOP 
SECRET Control officer to deliver a TOF SECRET document to anuther 
Agaistant TOF SUCHET Control Officer, the necessary receipt being 
obtained, provided Central Records, Services Division, jd Rranon, is 
informed of such chanye o/ responsibility. : 


be. ‘Tranemittal of TOP SECRET Doouments betreen Units 


transmittal of TOF SECRET documents between units of an 
Office or Executivo Staff Seotion will bo effected by the Assintant 
T0F SECRET Control cffLoer of the Office or Staff Section conoerned. 
When an Office or Staff has personne) in several different buildings, 
it is permizsible to request 2 TOP SECRET Courier to effect deliveries 
between buildings. 


GO. TOP SECRET Sg gnature Record and Cover Sheet (CIG Form 38-18) 


The TOP SECRET Signature Record and Cover sheet (CIG Form 
56-13) will not be removed from a TOP SECRET doounsnt until the document 
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tu destroyed, downgradud, or dispatonod outealde of CTT. Nowever, when 
a document is so treated, tho particular dispositian Ls noted on the 
‘SOP SECRET Signaturo Revord and Cover gheot and the sheet ita amt, to 
Speolal Distribution Unit to be filed. This sheet will serve an n 
vovor to a TOP 3KCR8T doaunent an will provide a record of all indi~- 
viduals who have had access tc the documot. Pach Individual who tisen 
or processes a YO SECRET ducuwent, will afMx hia signature to the 
sheet and indicate thereon date and timo of moeipt. When releasing 
material to another aubherised fudt{vidual, to wlll affix hin littinale 
und indicate date and tine of rslonse. 


ée Tnooning 


fe Special Piatribution !rovedures 


ALL DOr SEGRHT deounents, administrative or intel lend 

{@xoopt cubdles, and documonts pertaining solely to the Office of Spooial 
Uperations), shall bo delivered initially to Speolal Distribution unit, 
Central Records Section, Sgrvices Divialon. (Any member of GIG who 
receives a TOP SECRET dooument from an outside source in a manner whioh 
hag by-passed 3pecial pistribution Unit will report tho fact to Special 
p4stribution Ualt as soon as pogatble in ordor that the document may be 
proporly proceagad. } 


De Tas Special pietribution Unit will: 
CL iSceei a hte 


Se Lenediandiaadencenntnen danetanamesientaeniiamnammmtme dined 


(1) Assign C19 control number to each decurent. 
(2) assign cle fle claerification number. 
(3) Leg decunent. 


(4) staple a ToS SUCHET Shunature Nacord and Cover chaot 
{CTO Fern GG-13}) to docunmt. 


(6) In the case of aduinistrative doouments, doternine 
the routing to vo givon gach document and make appropriate notations 
on all records and CIG Porm 30-13. 


(6) In the case of Entelligenes Information, pass the 
docunent to a specifically dosiznnated menbor of the Rerding Center, 
ech, tor determination of distribution. 


(7) ake a record of the recommended distribution after 
the document returns from the Reading Center. 


(8) Prepare a Document Receipt (CIG Form 38-18) for each 
document. 


(9) Route each document to appropriate Office or Starf 
Section Measage Center. 
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o. The Office or Etalf fection Veasage Center wills 


(1) Check docunent ayainst tho Document Kecoipt form S8&-16 
whioh it will sign and return to Special Distribution Uni througn the 
Hessenyer-(ourler eysten. 


(2) RNocord doounent in a TOP SECRET log. (A suggented 
log sheet that may be used is CIG Form $614.) 


(3) Ynaure that tho Spgnature Record and Cover theet on 
eaoh document in initialed by everyone examining or handling the doou- 
rent within tho vessage Center. 


(4) Roqgest its Assistant TO)’ SECRET Control officer to 
deliver the TOF srenmy’ docunent to thu receiving of flee where the doou- 
mont will be acknowledged by signeture in tho Vossage Conter TOP SECRET 
loz. fn optional procedure will be to have the document delivered to 
the receivin,, office by a TOP SICRET Courier, in wiielh oaso the Courier 
will sign for the onvelope containing the dccument and make delivery 
to the Receiving Office where Document Receipt Form 38-16 willbe signed 
and returned to tho office Meansuge Couter. 


d. The Hecoiving Office will; 


(1) sign for the dooument in the Message Center TO? SECRET 
log if delivered by Assistant TOP SECRET Control officer; or, sipn and 
return Document Receipt Form 38-16 if delivered by TOP SECRET Courier. 


(2). Enter the document in a TOP SECRET log. 


(3) Insure that each porson handling or examining the 
document enters is name, initiolse, and datea of handling on the TOP 
SECRET Signeture Record and Cover Shoet. 


(4) In case it receives permission to downgrade or destroy 
tho document, remove the S4;mature Record and Cover Sheet, note the 
particular action or diapoaition at the hottom of the Sheat, and Yorward 
the Sheet through the Offiae or Staff Section Nergsage Center to Special 
Distribution Unit, Central Resords Ssotion, Servicss Division. 


(5) If the document is intelligence material, forward it 
to the Reference Branch, ORE, for permnnont retention in the TOP SECRET 
files of that office. Here the Signaturo Record and Cover Shoet will 
be renoved after notation has been mado thereon that the document has 
been filed, and the Sheet returned to Special Distribution Unit through 
tho Office or Staff Section Nossage Center. 


(6) If a document is of special administrative nature, 


forward it with Signature Record and Cover Sheet still attached to 
Special Distribution Unit for file. 
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%. Outyoing 


a. Gonernl 


A TOP SECRET document preparad in an of fLee will be proc- 
oaned in the following mannor, 


b, The originating, of fioo will; 


(1) Chaok to nee that it conforma to CTO correspondence 
and/or Security regulations. 


(2) Insure that naeourity olasaificnsion Aan buen properly 
affixed with appropriate nuthority indlented for tie olagnitivation. 


(3) Propare fNeaelpt Form $615 to be attached tu the 
doounen<. 


(4) Prepare two envelopes, tho amaller to be stwaped with 
the TOP SECRUT olnassifiaation. 


(6) Attach a TOP SUCRYT Sipmature Record and Cover Shoet, 
Form 36-13, to the document. 


(6) Asaiyn to the demumoent a number preceded by the 
authorized initinls or aymbols of tho preparing office and enter in 
the TOP SKCRET log. 


(7) Deliver the dooument to the Office or Staff Message 
canter and recelve a siynature reosipt in the TOF SECRET lox of the 
vriginating office. If the ori inating office is in a different 
‘ailding from that of tho office or Staff Mesasazgo Conter, a TOF SECRRY 
Courier should be called and an sealed envelope given him contuining 
the document, the Receipt Form 38-16, the prepared envelopea, the 
Signature Record and Cover Sheet, and an Dacimont Poceipt (Morn 48-16), 
the latter for execution by the sseistant TOP SeCcRe? Control officer 
of the Office or Staff Section Message Center. Tho originating office 
will require a receipt from the TOP SECRET Courier for the sealed 
6nvelope and its contents. 


co. The Assiatant TOP SECRET Control Officer will: 


(1) Sign for the document in the TOP SECRET log of the 
originating office, or open the sealed envelope delivered by the TOP 
SECRET Courier and execute the CIG Document Receipt (Form 36-16) which 
will be returned to the originating office. 


(2) Reoord the document in the TOP SECRET log of the 
Office or Staff Uessage Center. Special care nust be taken to insure 


that cach person handling or processing the Jocunent executes the 
attached Signature Record and Cover Sheet. 


CONFIDENTIAL 
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(3) Chook to see whether the doowsont has beon vorrectly 
prepared, properly signed, and receipt and envelopes attached for use 
of Special Distribution Unit, Central Reoorda Soction. 


(4) Deliver tho dooument to the special Distrubution Unit 
and receive in his TOP SRCRET log a signature reoeipt therefor; or, as 
an optional procedure, onclose the document (to whieh will be attached 
a Document Receipt, Form 38-16) in a sealed envelope ani oall a TOP 
SECRET Courier. The TOP SVCRET Courter will sign a receipt for the 
envelope and its contents and make delivery to Spsolal Distribution 
mit. 


de. The Speoinl Distribution Unit will, 


(1) Sign for the document in the TOP SECRET leg of the 
Assistant TOP SECRET Control Officer making the delivery; or, if the 
material has been dolivered by TOP SECRET Courier, sign the envelope 
receipt and the enolosad Document Receipt (Form 30-16), the former to 
be retained by the Gourier and the latter to be returned to the 
appropriate Office or Staff seotion Vesange Counter immediately. 


(2) Record the document on the standard record slip 
(Form $5=1), one copy of which will be roturned to the Mesanze Conter 
of origin. 


(3) Insure that a Receipt Form 36-15 has been prepared, 
as well as the envelopes nocossary forthe dispatch of the document. 


(4) Ineure that the Siimaturo Record and Cover Sheet hag 
been properly executed by porsonnel in Special Distribution Unit who 
have handled or processed the TOP SECRET dcounont. 


(5) Remove the S{ynature Record and Cover Shevt noting 
thereon the disposition which is to bo made of the document. 


(6) Remove and file the Central Files copy of the document. 
(7) after preparing nocesgary onvelope records, doternine 
the correct channel for the transmittal of the dosuient and duliver it 
thoreto. 
4 Inter-0frfice 
a. The Originating Office will: 
(1) After checking a document for correctness, sacurity 


classification, and authorization for such classification, make proper 
record in the office TOP SECRET loge 


forsee 


PORTIDEN TIAL 
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(2) Attach a TOP SECRET Signature Record and Cover Sheet, 
Form 38-13, to the document and indieats on the second line ox the 
Cover fpeet the nane of the first peraon te whom the dooument will be 
nent. 


(3) Neliver she docunant to the pesistant TOP SLCKET 
Control Officer of the Grfice or Start Message Conter and seoure his 
agignature ino TOP SCH? log; or, ag on optional provodure, vnolose 
the document (te which will ba attached « Dosument Rgcoeipt, Form 38-16) 
in a sealed envelope and oall a TOF SECRET Gourter. the TOF SE? 
Courior will sign a receipt for the envelope and Lts contents and make 
dolivery to the Assistant TOP SECRET Control Officer of the Office or 
Staff Message Center. 


b. Tho office or Staff seotion Nossage Center will; 
LTT LCT LATTA LET LE ACTIN TI LILLE AE SOI OTEat ten A Eta AP ns ear “ets teb mises Sys etioneceeettaeet 


(1) Sign for the document in the TOF SECRET log of the 
originating office; or, if delivered by TOP SECNI? Courier, Bign the 
enveslope receipt and enologed jocumertt Receipt, Form 34-16, the former 
to bs retained by the Courter and the latter wv be returned to the 
orlyginating office. 


(2) “inter the TOD sccRIT doouwent in the fossage CU eontor 
TOY SECRET log. 


(3) Insure that each person who handles or processes the 
dooument executes tha gignature iiecard and Cover Sheet. 


(4) Deliver the doowsent by Assistant TOP SECRET Control 
OLflcer to the receiving Offico or Staff Section Wi@usage Center and 
havs the Assistant TOP SUCRET Control Officor of that Offico sign for 
the dasunen? tn the originating Offico or dtacr Saction “Message Conter 
log; or, will send the doounent in an envelope covered by a receipt by 
TOP SUCRET Courier to the receiving suasazo Center, insuring that a 
Doounont Neoelpt, Fdrn 3f-16, is enclosed for exeoution and retum by 
the Assintant TOP SECRET Control Officer of the recolvin;, Yessage 
Centor. 


S:. The Receiving Messars Conter will. 
Rr rE SE I AD ara tre ape 


(1) Sign for the document in the TOP SECRET log of the 
originating Message Center; or, sign the envelope receipt and enclosed 
Docummt Receipt, Form 58-16, the former to be retained by tho TOP 
SECRET Courier and the latter to be retumed to the originating Vessage 
Center. 


(2) Record the document in its TOP SECRET 10g. 
(3) Insure that each person who handles or processes the 


docunsnt within the Message Center exscutes the Signature Record and 
Cover Sheet, 
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(4) Deliver the docusent to the receiving office by 
Asnistant TOP SECRET Control Officer who will obtain a signature 
receipt in tho TOP SECRET log of the Mensuye Center. If the receiv 
ing office is in another building, it will be necessary to delivor the 
document by TOP SECRET Courier, the oustomury receipt being obtained. 
Upon receipt of the dooument, the receiving office will align Doounent 
Receipt, form 38-16, ond return it to the vessage Canter. 


d. The Receiving office wills 


: (1) 3ign the TOY SECRET log of tho Assistant TOP GhCnnT 
Control Orefioer;or, if the doounent has boen delivered by YOP SHCRHT 
Courter, sign the envelope reosipt and the Dooumant Roseipt (Forn SE=16), 
the former to be retained by the TOP SECRET Courter and the latter to 
-: be returned to the veasage Contur. 


(2) Reoord the documont in ita Tor SECRET lop. 


(3) Insure that each person who uses or handlos the 
dooument oxecutes the TOP SECNET Signature Aecord and Cover Gheat. 


He Outgoing TOP SECRET Intellivence 
fe General Tnatruction 


All GlIG=-produced 79? SHURET intelligence documents will 
be distributed by the Special Distribution imit, Central Rosords 
Section, Services Division. Upon roceipt of such decunonts for dis- 
tribution, Special 2) stribution tit will supply the ori,inating orfice 
with a Consolidated Receipt (CIG Form 35-£) for all copies. It wiil 
then distribute the documenta in accordance with existing security 
regulations. 


25X1A 
ei TELEPHORY SERVICE 


1. (Mgneral 


a. The CYG Telephone gwitehbeard is operated on a 24-hour 
day, T-day wook basis. The telephone nuaber is Executive 6115. 


; b. Official telephone extensions in CIG are to be used Sor 
the transaction of official business. Pay station telephones are 
provided in the corridors of bulldinge for use of individuals in making 
personal calle. 

2. Directory Service 


ae aA CIG telephone directory is published periodically to 
furniah telephone information on personnel of CIO, Governnont 
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Dinl Codes, rniscellansous numbers frequently used, and genornl inforua~ 
tion relating to the use of the dial telephone. Telephone directories 
contain classified information and as such must not be renoved from 
CIG premises without permiasion from tho Saourity Divisione 


be. It will bo the responsibility of each Office or stalf 
Section to forward to the Chief, Sorvioes Diviston, attention, GhieLr 
Operator, up-to-date restars of personnel, notices of changes in 
exteiatono, and information oonoerniny, doletions, in order that an 
acourate, current directory may bo maintained. 


o. Tmployves may onl) rxtonaton 431 to obtain an vx tonsion 
not listed in the direotory, or any other telephone information. 


3. Long Dastance Calls 


a. Authorized long distance calls of an official nature ay 
be nade through the CIG switchboard facilitios by calling the Long 
Distance Operator (inl 61). 


be Zach Office or Stuff jection will Dumish the Cartel 
Gperater with a list of the officials authorized to approve long 
distance telephone calle and no long distance calle will bo placed wi- 
less approved by such officials. 


ec. Long Distance calla should be of ap short duration as 
possible and should be made only when the business to be transacted is 
of such urgent nature that special mail or tolegraph facilities would 
be inadequate, or when cirounstances dictate the necessity for personal 
communication. hen practicable, long distances calis wili be made 
atation-to-station rather than person-to-person. CIG switchboard and 
teleplone facilities are not to be usod for placing lon;; distunce calls 
of « personal nature. Ts, under energoucy conditions, these racilitios 
aro used for personal calls the Fiscal Section, Finance Division, will 
collect from the user the commercial rate of the call, plus Medoral 
mxcise Tax. 


4. Repair or Other Yolophone Jerviae 


Requests for necessary telopnono installations, repairs, or 
other related service will Le comuunicated to tio Chief Operator. 
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l. Cur pose 


The purpone of this instruction is to aosien tho roaponsibility 
and autablish the routines for prooossing the transportation of CIG an= 
ployoos, thokr imnedlate fandlios and/or household goods and effects, and 
the transportation of official Supplies and squipmont. 


@ *UNetions and cosponalbilittos 
nnn ernenene no aAOA eA LOS 


& che Transportation sochion, Jervicas Jivinion, will bo res 
ponsiible for; 


(1) arrang dn; all transportation for {1G eivilian and military 
porsonnel, including movement of imcediate fanilios and householu effects 
where permanent change of station is iuvolved, proouring hotel, adr and 
rail roservations, arranjing travel itinerarias, issuing Vransportution 
Requosts; securing, for overasns travel, necensary theater clearances, 
passports and visas, necoessnry air priorities for triveler anni any axcoun 
baggage, reservations of Space, anu orlofing of travaler. 


(2) arranging for shipment overseas of supplied anc aquiprent 
including preparation of necessary shipping and related documunts; maine 
taining close liaison with Lei. Nespatoh spents, Yrorta of Umbarkation, 
flee of the thier of cvansportation = 6. %. army, and air 2Pangport Cone 
sane for ohteainin,, space reservations, 


(3) rrovidin,, motor transportation for Civilian ana cailitery 
personnol on official business in and around Lhe Uletriet 2f Columbia; main- 
taining a sarace for repair, storare and assip:nnent of all vohicles in the 
kotor rool. 


be. The traveler, the uUffiee or otarfl Seoetious concorhed, and 
various other officials and aduinistrative divisious will be responsible 
for certain other functions connoctod with transportation us discussed 
throughout this instruotion. 


5. Forms Used 
Listed below are forms or other documents used to request and 


authorise transportation, together with a brief statenent as to the initia- 
tion and purpose of each; 


SUESP Lee fy | ot 
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Be corm Kos 34-6, (ravol hoquost, Lu initLated by tan gpongore 

SOBRE en tees ; 
ing, offloe or Jtaff seotion to Paguent doncutle traveid Lor an cuployen 
and dy tia basis on whieh the Mrenadportavion wootlon uxesutoa nu frayed 
Urdeare 


be Yorn Hoe 64-4, (travol order, is excouned by Ghe Trangpure 
tats on seution to direet the Sruvel of tho aeyplol ve at yovurruens oxponae, 
and ig the baete on which the Qiployea may oleta reinvuraasaont for ax 
ponses dnourred tn gonneotion bLhereaith. 


Ce Forn Wo. 50825, “Ceaquest for cvorsoag “Pans po rénution, ta 
initiated by the uponsoring 'ffloa or call ooation to raqugat overseas 
travel of the @aployeu and is used to wocure all roquirod claarnneoean. It 
lg aluy the bagleé on walea tne Pangpaurtacion Gaotbon RAPP trang ope 
Sution for tha wmiployou. 


de fransfer Letter Autooriai nm, cerwanout Chane of £ficial 

utation is exeouted by che ohtef, Torsonnel piviaion to ontabilah the fet. 
that the tranafer is to the dnterokt of the wovernnunt, utd constitutes 
the basia uuthority by the ageney for the transpors of tha aapbloyeu, ais 
fumediate fundly and household Ppeads and offeatue Tho fore suist be oxe 
eouted prior to che duty agteusal tranaportatbion begins, and must contain 
all tweie authorfzations te bo ranted jnascuel: a” subsequent snendaan ce 
sannoy oO mada for the purpose of Jramtdn, odditionad sattortitve 


oO. length of Service wasreenent by “aployae ig oxeauted oy an 
anploveos vving oversaus bo Lncicaby his &yreonnth to roainin at an overseas 
place of anploymont for a uininun perion of twentyefuur montha ang serven 
as the basia for autnorigation or Wisapproval of travel fro. overseag 
points 0 the United states at covermacn. UXPANHOs 


f. Form ho. 80-27, aquost for Lovenant of jwatily anu/or House< 
hold sffeats, is initiated by thy eaployaa ta roquest the sovemont of his 
fanlly and/7or household efrects in ounnection with nis chan.e of of ficial 
Station, and to provide particulars thureuf. “he origins anu one copy 
arg forwarded to the Transportation jectlon to bu usad us & beasule for are 
ranging tho transvortation of the: fanlly. in the cnse of overseas traige 
fer, w copy is rotainod oy the transportation Clearance officer to be uged, 

25X1A at the proper tine (See section as 4 oasia for requosting the Oar go 
Unit, Yransportation Sectian to ship the wunployeec'a housonel: goods. 
Ge Forma No. 36-4, Kequest for owerseas oid puent oa 


: Cargo, is 
initiated by the Transportation cloarance 0 the JffTee or staf 
Section oconcarned to request the Cargo Unit, fransportation Section to pro- 
ceed with the movenent of the eaployee's housohold soora or personal offeats. 


he Form No. 36-6, Reguast for Pick«l and Uelivery, is initiated 
by the Transportation Slearance Ufflcer to tum 8h specific information to 
the Curgo Unit, Transportation 3eution as to lovation at which the piok-up 
of the household zoous and personal effeots should bo made, 
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4. intorsation fur traveler 
erence egnttens stnmeeeerar mre ena 
wagle inforaatlon relating ca travel ia Goubtadned ino tae otane 
dardized -ovarnagont leave) OCMING one, ue auended, and gureau oy tine 
Matyus viroular del, igviweds — (iVoraatblon Coverad Os Liudg vasie Lie 
atruations ts not ruprodused n tata ianual. veo Pollowing para, raha 
get Porta udainistrative polichas gnc information purtinent wo travel. 


De otees ibens 

rer Nas Un iteu of substabeuee alll te allowed an maths 
vrigxed by the cravel order, fora aded, Wee ratad are 20.00 per ny 
Yur travel within the vortdnerued yb ted vbates tnd the rates Presoeri bed 
dn wideout edremdur aes Sor Ufoval Gultace soe Unibud jtateon. foe crlone 
Viv voy widl We ane undh asad in Cecanhamy: one pre dies allosangs for 
somvGbuuota travel of-ceru ihr Oh Wer pes up Traction) parte of a site} 
at the cocnomaant or mht, 0 sagh: combines VPavVed, ota duet of 


LAO Bet Dare: lone” ata Be & Age. ae Pg ail Seas eee eter of pa nostrs 
YP Practian varereof, ear ale vib de mtb ose Separtaca Lran 


vitiolal station iv atner ofc a. yun: Fava wtt bie wean aay ories bo 
VIO Pas, oF for any absouue noe azenadin. Wires Avro. faa following 

charges wilt be puid by tue triuvelor fray hse Poroudorn allowance: wena, 
cy 


adydngs, butas, laumdre, Sans and Sloe ME TOMS MUR del Sam, 
VEritin Gaytiae, belacrags ane tak Sag aac Page ovie, howl acsoaidae 


tions, foos and tips, eheortin auc oregesiuy, ar vhlotain., craugorbatcion 
Datwoon ulaceg of lenin, or ahere ueaie are teccer ape pau OF sure 


hie paave nd bi Au Vravol otubus 

(4) WP loave of sbsenae of any SSG OCs Se Bors lial Ge 
whonkn Sroveler’y prateribed hours of sate, por dien allowance will termie 
UML Or bein at tho gane tives otherwise traveler wt)] be repearded is 
bein, in subsistence statue until Miuabelt af thu Last Way snowihiew sotued 
service ia rendernd vVedeeding tha lonve of absence anc Proc Lee) iseivg 
of the day on whioh actual sorview in rusumod. Leave of Bbounes wholly 
within wa day for imlf or lesa ef tne prouoribud working aours will pe dige 
regarded for subsistance puryososy whora Lt vxcveds nlf of the presoribad 
working hours, no subsistence will vo allowsd for that day. 


(2) the effect of slo: and/or annual leave Upok tnv oon 
tinuity of traveler's dusicile at teuporary pos of duty shall be adrine 
igtrativaly determined upon the cirounstances surrounding the leave, and 
final authority for such determination will rest with the certifying officer, 
Fiseal Seotion, who approves the account for onymante 


Oe Advance of Funds 
ence 


there necessary to defray costs of contenpluted travel, an 
aplication for advance of funds may be ado to the Fisoal Jeotion, “inance 
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division, ln acoordanoo with (natruotions contained in oly Instruction 
by the traveler upon exameution of a soni of Indeanity. ost 
vf the preaiia for quah bond (yO.00) ha borne by the travelore 


de Rouponslbiiaty of use Oraveler 
Pistol cAnccloiadeliteoliniastste A 


0 00 ihe, AO, een le a a 


tho travalor whll bo renvponsibie for: 


(1) oxmalning bin fravel order to vetercing onat 1b 
spociflons all roquironmbts, tnotuding moda of transportation, period 
sovered, places to ba viaitad, any spoclul autuorisations, por clea or 
othar allowances. Uf the order Coss now provide adequate opverage, an 
anogdment should be requested throw h proper chansela privc to deprr Cure. 


(2) auintalnin,, ageurate racuren of thie of depar turn 
fron oand arrival at destinations, offSeial sxponditureas ineruding eoples 
of tohecrias and any pale recalptg.e 


(3) ascertaining if through, excussion, or reduced rate 
round trip tiokeats ean bo obtained. The fuel tist Gho oxisbtunce of such 
raves aay uot hive bean ‘onows to tne travoler does vot. relieve im of res- 
ponsibility of obtaining: lowes. rates. hau traveling by common carrier, 
vovermaent Transportation Roguesto Surnisned by transportation Section must 
bo usad, 


(4) submittin, sublic Voucher Sor coiaoursoannt of 
rravel and other ixpenses inoiwuin., er vioa, Standard Parn 1012, in ascor- 
dunce with ingatruations siown in CLG jidainistrative instruction Eg . 
ay unused portion of tlexets munt bo attachud to the Noimbursament Vouolor. 

(S) exercising utmost cure in handling unexeeuted ‘trans 
portation Requasty since the value of lost or stolen vequests may be sharged 
to the eaployas. In the event of logs or thoft, traveler uuat report tha 
sumber(y} of the Nequost, where Appropriute tha number of the bool in anich 
if, was contuined, and an oxplanation of thn Pacts surroundin,, tac losa +f 99 
theft to Transportution section which will vorwurd the inforsimtbion to Pige 
cul Seootion for report to General eecountin, OFfioe. If sucn lisgquests sud} 
sequontly are located, they sust be forwardad immediately to Transporta- 
tion Section fur sandollation. ‘tequests Frorwardecd througna the sails must 
be rayvistored. 


DOMSSTIC TRAVEL 


The procedure outlined below is applicable only to travel by vouchered 
funds oaployoes performed entirely within the continontul limits of the 
United States. 
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te Action by vequostday utfice 


Tha requaating offiow will propary cravel Kequuny, Hor tia. 
Sdef, tn duplicate, have Lt approved by Lhe Undef of the of flee or otarl 
veotion or nia desisnee, and forward it to tig ‘Transporbebion Seotian tet 
least fortyealght hours prior tu the tina travel is to bopine To anoned 
A proevi ualy issued Yravel Order, the reyunating office will subult a 
now Fora hoe $426 in the sane mamoare 

ihe Agtion by Transportation one tion 

the Vransportuulon vuetion will provarc u Travel lyte, Pore ithe 
dd-4, have tic nocensary obligation vatablisned uy theo riseal Geotion, nnd 
provide tho traveler wits the original ovpy of sie @reder ap outhors ty for 
hip travel and for use as a suppor ting, paper when olaim is aubalstad for 
reiavurgement of exponses Lnoident to hin travel in anscerdanes with TG 
Instruotion e fae Traisportation seetion will urrange for rosor- 
vations, identification cards, and Transportation Requests where approprie 
ate and will orief the travelor on tine ridus and regulators porlaining 
to offletal travel. 


Se roraunent Change of ofation 
A I a te ifn tance SO TO atten pr ratte 


MM then donestio cravel dauvolves a poreviont etane of official 
Boavion, the requesting offloe widl proousd as insieated in “aragrapo 1 
abova, and at the gane thoe will initinte bors ‘oe $785, rergonnel action 
“aquest, obtain approval of the thief of the °fieg or stall teeth OM, Bnd 
Yerward tho varsonnel vetion ‘aquest vo the esraonnel Jdivision. 


be Tho Transportation jection will route a Cuppy OF Vora du. 
o6—0 to the Chivr, !crsonnel Livision, with u roquest that a "Transfer 
Letter Authorizing Varmanent Thane af tation” be proparad. 


Ge the versouael vivision will prepare the Transfur wetter authe 
origin; transportution of the aiployec, nis inaediate Taciliy, his house-~ 
hold goods and pursonal offacts, unless specific raquost is sade tiat sove 
of these iteas shall not be authorised; retain one Gepy Of bhe transfer 
letter, Durward the original to tne a ployee, forward two copies to the 
Wiaeal section, finance Livision, anc two aoplea to the Transportation soc~ 
tlone 


MD orravet to overseas comers 
The procedure outlined below is applicable specifically to travol 


from tho United States to overseas points, either for the purpose of a per- 
manent change of official station or temporary duty abroad. 


CONFIDENTIAL, 
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le Action by liequesting JLfios 
ae Initiation 


itequenty for novenent of personnel to overseas points wh 11 
be initiated in duplicate by tne sponsoring ~ffice or utaff dootion on 
“orm NOs Jb=25, hequest for vvorseas Tranaportation, in aceordance wi th 
instructions on the reverse thorouf, and forwarded to She official de- 
signuted as transportation Charunce Jffiour for the uftica or otal? ooce 
tion concerned. 


b. Uleuranca 


tha transportation Cleuranoe Jffieer will arranzjo for uecos- 
sury Gecurity, assessauit and Sorsonnel] clearances, physical oxmaination, 
immunisation, tralning and Lndoctrination of eriployos. tHe will astoblish 
necessary Lollow up reoords to insury that the foreyoin;, items are con- 
pleted by tne “avallabliity dase” indleated on corn No. J6e2s. de will 
Bin the Form Sd-23 and forward it in duplicate to the Assistant wirectur 
or his designeu. 
Approvai of Koqueut 


We 


The aggistant wirector of tha uitflee or his oftfelul ueaijnee 
shall be the approving official for tequests for tversens Transportation, 
won hie approval of Form 86828, section a therou? wiil be detached and 
retulnod in she files of the roquesting Uffieo or staff ceotion. Seotions 
3 and © will bo routed to the Transportation Section as a basia Cor necess~ 
ary aotion to procure transportation for the anpioyoe. 


2. action by Transportation section 
foiciadchachatateaen Maensanicin siiaarhay aes tatavenitas nn oat 
we Preliuinary Intorvieow 

Ea aracace Ot at dl 


Upon receipt of Fora vos 30-23, the Transportation tection 
will arrange 4 preliminary interview with the prospective traveler bused 
on a standard cheek list covering ail steps incident to the travel, i.a, 
finaneial arran,exents, indoctrination, physical oxariination, immunisation, 
necessary clothing and equipaent, conditions to bo encountered en route 
and at destination, eto. Items to be accomplished will be indicated on 
the check list, a copy of which #111 be forwarded to the Transportation 
Clearance Ufficer of the sponsoring Jffice or staff Section for appropriate 
follow-through. 


be Travel order 
Travel Order, Foran Noe 34-4, will be prepared by the Trans- 


portation Sootion in an original and five copies. The Travel Order will 
indicate the appropriation und allotment chargeable and total estimated 
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vier oie Oe el are we 


vost of the trip. The orlyinnal ams: four QOpius, one of which ahall be 
n certified true copy, will be tranaaltted ty tie Fisenl Seotlon, Fine 
anoe Division, fur oblivation. The original and ane aopy, the lattor 
bearing ovidonce of oblivation, will te roturned te the Transportation 
seotion. The original oopy of Form das d4@4 will be given to the em- 
aloyao us authority vor his traved and for use 4s ea supporting paper in 
Glalwing reinburseaent of expanses incident te nia teavel in sccordanca 
wilh Ulu adiadniatrative instruntion [iid . 


ER teat 


Ce Vhuurance Vertivicute 
the Transportation veetaan will AYran,e for pusaportu, 

Visas, identil) gation cards, reservations, frauuportution seguests, and 
fnentor Conmsanders' approval and air priorities witory nppropriate. ihe 
lrangportation seetuion wili uscertain froa tag Lranuportution Cle arance 
wificar that lanunizstions, clearances and oGher Lteag on tie eheex List 
have been nevomplishod and Ghat Loe treveler in available ror departure 
no uchoduled. seotion o OF “ord kOe S0et5 will be detached and forwarded 
Lo the duitdating of fiver us notifleution o" wiployea's date of aupartures 
she Transpor vation fwettion will thau dasue ts Cheuraney Gectificuse to ine 
POMS the ualoyve ay to time and point 2° departure ond will authorize 
his to prooged to the port of sribarcation, and will arran,a transportation 
therako.s 


de not Lieubion of Beparture 
annette gener ne A 


(1) after departure oi chipluyee ron headquarters, Siw 
(rans portatlon jection will nhuobily Gas sponsoring oiviee or staff veetion 
ana Une travel Unit, kKigoal eeotion, inanee Givision, of tne date of yuoh 
Guparture ana the dave ana ties wiployye is reaquirod to resort to tha sort 
ai anbarcation. 


é) Upon departure of the enploysa fron the vort of ‘apare 
£ br + 
sation, tug Traisportation section will notify the sponsoring jffice, the 
sraval Unit, and the appropriate Chief of iisoion. 


a Contiragstion of arrival 
reece eae ee 


Vpen arrival of the waployeo at his durctinaticn, the Chiet 
of iuission will notify the Transportation Suction, wiio will infer: the 
Sponsoring ur'fice and the Fiscal Section of the tise, date and places of 
arrival. 


a 


3. Pormanont Chanze of station 
ermeeremanrencenerenannenemnatenn. neveneeragnemmmerenaenewe samenee. 
&. iwhero the requost for overseas travel involves a permanent 


chanze of official station, the Requesting Office or Staff Section will, 
concurrently with the proparation of orn 6-25, initiate a ver aonnel 
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Action Requust, Form 37-3, obtain approval of thy Assistant Yireator or 
his designeo and forward the Peraonne) Aotion Reyussat to thea vorsonne] 
Division. 


be The fransportation Section will routo 4 a0uyY Of Fors No, 
36=25 to tho Chief, Personnel Division with & reyguust that a "Tranafer 
Lettor authorizing rermunynt Change of Station” be prepared. 


ce the Personne) ivision will proceed as outlined under 
seotion 


ME teaver enon ovissias mies to veg. 
RR Te ee ethane tr NTP Rati tna ede tpteinteiet ot 


The progedure outlined below is applicable specirieally to travel 
fron overseas points to the Vete,s Olthur for the PUYpOvS Of a permanant 
change of station or for temporary duty in tho linited states. 


1. Glearance and Approval 


Whenever the Chief of a lilasion abroud wishes to raturn an e- 
ployea to the United States for Lenporary Guby or pormanant chan. of stha- 
tion, he will forward a request to the ashington offiee or Stafy veotion 
concerned. The Uf'l'lce or Staff Scation will initiate Fora 56=@23 ina 
Similar manner as for an employee who ta to procoed oversuss. Thia fora 
will be approved by the Assistant “irreetor or his designees aud Porwurded 
to the Transportation Section. 


The Transportation Section will propare tho Travel order, ‘ona 
54-4, und will forward the orlginal to the traveler who aay nob procesd 
until receipt thereof, in the case of un emergency, the Transportation 
sootion will forward a cable to tho Chief of the Oversens fission iuforn- 
ing him of tho date on which the traveler muy proceed. In such instances, 
tho travoler will pick up his travel ordur upon arrival, 


2. Permanent Change of Station 


If a permanont ohange of station is involved, a rora 57-3 will 
be initiated and forsardad to the Personnel Division. 


the Transportation Section will route «4 copy of the Section "p" 
of the Request, Forn 36-23 to the Personnel Division for the issuance of 
necessary Transfer Letter Authorizing Permanent Chan;e cf Official Station. 


The Transportation Seotion will then prepare the Travel Order, 
Form 54-4, and will arrange the transportation in the usual manner, 
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be Temporary wuty in the United stuteg 


a. Justification 


(1) Temporary wuty in the United States for an euployes 
Stationod overseas must bo proponderantly in tho interest of the Govern- 
mont, and ag s goneral rulo, tha period of duty should exceed any leave 
whioh may bo granted the esployoe. 


(2) Care must be exorcised by tho Requesting Uffiee in tne 
selection of an employee for temporary duty since the official oupacity 
of that enployee will havo a bearing on the ullowability of oxpensos in- 
cident to such duty, o.g., justifioation of tonporury duty for a clerk- 
stenographer would be difficult, 


b. Leuve 


“henever an amployoe she is on toapurary duty in the United 
States spends part of the porioe on leave und part on duty, he will be en- 
titled to por diem allowance only for the period actually spent in a duty 
status. 


4. lRoturnees 


tho Transportation Section will provide an ascori to meat rae 
turnees at tne Port af Lebarkation and will arrange transportation from 
he Port to hoadquarters waon suoh escort is required and speclfic requast 
is made thorefor. 


OR TOUSHHOLY GaGus 


MM eS PO8 ATION 28 PAMILE vo Axo 
hactieeetetneeneternenenmiemeteeemiate 


1. General Provisions and Limitations 
LOL LOLL LD ON LEE IOS APOE ID SITET TES GOELLER: ieee eatteane 
The provisions and limitations of Sublic Law 600 and ha_sutive 
Order 9806 shall be the basic authority for tho movement of families and 
household goods and personal effects: 


ae Transportation of the saployss, his diomediate family, and 


his household gooda and effects must bo authorized by the head of the Arency 
or his designee in a transfer order which specifically uatates that tare trans- 


fer is not for the primary benefit or conveniance of tho euployes or at 
his request. (Seotion 4, £0 9305) 


be The Govornment will pay the transportation cost of th. ea~ 
ployee'a "immediate family” only. “Immediate fanily" includes wife, child- 


ren under 2] years of age and dependent parents. In-laws are not conaidered 


as cart of the immediate family. (Section 1, xO 9805) 


CONFIDENTIAL 
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Oe transportation o7 tho Lrandiate feakly of tho oipluyes siall 
vo subjoot to the proviatons of tho Gtendardined Travel Kogul ations wiieh 
rolute to transportation. (Section 3, EO 9808) 


de Household yocds ait porsonad effoots ghadi vob iuelude 
“ines, Liquors, aniaula or bards now necessary da Vie porforaanoa of of fie 
elie: dutles, or auwktunebilos. (Ueebhon 7, 00) vib) 


O. Sho aaxkhaun wolout ullowenca for the trangportathon of house~ 
nude goods and effeots fo 7,000 pounds uct, or 87bu pounds packed and 
oratad Sor omployous with Saendlies, und 2,50) pounss net or 3125 pounds 
pacs.ad end crated for enployees without facilles. (Seotlon 17, 40 895) 


fe. All tranuporlatlon allowod bi connootion with the chance 
oY ofPielal ylation of at eupleyva shell begin wheuin two yoargs ron che 
olTectivea date of the transfer, exoe pl shal the tiuea Lied of two veers 
Siull bo exesusive of tliae speab in shitbary Gerview ance tie blue durkag 
which shipping ruatrietions mace travel and traaspartebion imposal ble. 
(Section &, kh) 38u5) 


oe Tenporary YUOrarsa of aicbhnori ert wad ont, at hotigehold effeots 
must nol exoved uixty deyse (Seevlen 2), bs WO) 


he Valuation of proporty as declared for Sadppdige purposes sust 
aol exoeed thet at waich tho lowest freight ratas wiil appdye LL one 
ployes dlusires higher vasuetlom ie wus’ ussuue churyet Lnaurred dn acess 


Gf the ohuarges, at luveso rauv. (seobhion 24, i) 96UD) 


de The cost bo tne Governnaunt for Waipportan. tye ouployue, 
hie tmuodiate fanily, and his househola Boos ane orfests must not exceed 
tau cost by the ost seonomical route betvcen the last official atubtion 
and the uow offiolal station, oxcept that vor a new hppointee So an over 
seas poot, hls immediate faully and his household joods and efreate “ay be 
trencperted ab yoveruaent expense frou ais place of actual residence at 
tine of appolutuent to place of employment cutside continental United 
states in accordance with vublic Law 400, provided thst sucn expense shall 
not be allowed now appointees unless and until the person Bolected for 
appointment shall aj,ree in writing to remain in the Uoverment service for 
a syecified time following his appcintmsnt usluss separated for reasons 
beyond his control. 


J. #o- overseas trans ,ortation, the actual costs of pseszing, 


cratiay, drayage, unpackin, and unorating (not ta oxosed authorized wei ght) 
will be allowed. (Section 17, i) 9805) 


ke For Gruusportation within the continental United States, in 
lieu of payment of actual expenses, reimbursement shall be mae to the 
anployes on & comnutated bagis nt rutes per hundred pounds as fixud by 
zones in Sohedule A. (Seotion 12, £0 9805) Ia claiming reimbursement, 
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waployea will bo roquired to submit original ovidoneo showing point of 
origin, dovtination and welpht. (Seotion 14, 50 9805) Upon axecution 

uf a bonc, an advanoe of funds nay be made to wnploysee to cover the ex- 
penses for shipmony of household offects within the United States. (2eq- 
tion 15, 20 9c0u). 

PP loe 


Action by Requesting 


} 
oe @ 


ae. he Transportation Cloarancs Offleer will: 


(21) have the oxnployow oxvoute Fora iio. S6-27, hequeat for 
Koverent of Puadly and/or Househol-: “ffeots, in an original anc two copies 
prior to reloasing the sequesise vor Teansportation ur Travel, 


(2) review the inforautlon Surniuled on “ori SoeR7 to da 
barmcdne that the raquest is properly ullowsble dn oscordance with iy, oney 
poliey and regulation. 


(3) liat on the reverse of “orm 36=27 uny conditions inod- 
dent to the request. In sany oases tho woveaenb’ of the employee's Lanily 
and/or hounehyld 500%3 ant poragonal offeots wlll be conditional upon the 
Puliilaent of certain valigatioos aueh as tae progureaens of adequate nowus- 
ing, the approvel of tho Chief of Vinsion after the Guployoe hag served 
& probationary or trial porlod, ate. It ia the responalollity of tho 
Glewrance Jfficur to indicate ou the roverso bide of form $o-27 that the 
Transporsabvion seebion ahoul tl ascertain from tho Glearance 9ofieer that 
a1) such obligutions have Seon mat fafore procoodin,, with Lune csaovenent of 
tho family and/or houpehold .joods and atfectse 


(4) send the aaployes tye the Transpottation Seatlon for nde 
vioe concerning wont soats the Governaant will pay and wiat responsibilities 
Shoe Goverment will anasune in vonnaction with shu sovonont of Ais Mandly 
and/or hrasenol | goods und offectye 


(5) forward original and i capy of torn J8-27 to the Trans= 
portation jvotion und retain a pending copy in iia file. 


3. Action by Transportation Soction 
rereretmenanenscar ommend enncmmmmertitiae Leena dsate-anesritnntirnemocmmpmemnaamtnatanie 
awe Doanostioa Tranoportation 


(1) In the ease of domestic transportation, the Trangporta- 
Sun Section will, upon receipt of Porm 30-27, advise the omployea to make 
his om arrangenonts for the movement of effects and household goods and 
sub.it reimbursemen* voucher for payment in accordance with the provisions 
of Exooutivo order 9806. 


CONF ENT Ay 


oe 
” 
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(2) adviso the ays OO VO wWanspurl vis Langiante fas Ly 
4H MOCurdmiva with the provisions of dtwidurdd zed “wOVernMiont travel se~ 
BYdations, Uxeoutive order YSVL, and Aou of Yebruary 14, 19461. (5 ceu.ay 
35(a)) 


be Srunsporsacaen bo and srun Jversena Points 
fest Moped xd 


a RORRA ee OO A Aa A i SH NEN ONE NRE AOE NETO Seet 6 mm serany ie + mil Me ahabes $e 


Tho Trausportation seation will: 


(1) upon reoolpt of torn Sb—27 obtain fram sho vioararnee 
viPicur wf tha Heyuguting ULiige cor woe dbn4, bequest for lvarcens ships 
maak of cargo, du duplicates vums so. dueb, KOguOsE Lor Viokenp and vax 
Aavory, in triplicates vusoorandam requesting arreneagnute be made for the 
nevenont of the guploysetsy immediate Lunily. 


(2) Arraxge sor tao Grating, glceneup and trunsportation of 
vag Of Cuels Li accuwduice wilh assaulishad awtr ordination. 


(5) Soublach the sembors of the Cuiploved's innediate TaaLly 
ang arran,e for passports, i anunigationg and medical oxaninations, and 
obtain the nosossary Sransportalion is uscurduuce wita estapiisned autbnorie 
eetloruse 


(4) sgtublish uppropriate pending, Tiles al oaintain e 
Solloweup uncil tho movement of the juusehold avis ansfor fanily is com- 


piu vie 


29X1A 


or caer centr Hen & 


1 « TEMA IT yt, neta gore Ne Lee nay ein geeey 
om TRANS PORE! Chay a waireh er Rk ee dé ped a 
Ao nee eee r nme naepietentnenre a7 qren-aennutete cinder metlina etme ihe dertlresemeneceeeem 


1. sick-up 


a 


we ihe Oifico ox Starr Svorvion coucerned wiii Pili out “orn 
HGe Ubed, Sequest fur Jveraens whipwont of Cargo, indicating typo os funds 
chargeable, attach one cupy of requisition of mitertal tbo ve shipped, amd 
forward to Cargo unit, “vranspurtavion Section. 


be hero possible ClG warenouse fucilitios wlll ve used to col- 
iect, puck and craty tho property for shijssent, The Cargo Unit will fore 
ward a shippin, document together with a copy of Form 36-5, Request for 
Pick-Up aud Delivery, to Storage and lesue. \ipon receipt of the property, 
avorage and issue wlil forward a notice of delivery to tie Cargo Unit, 
anu, wftar pucking und crating, will issue an accomplished document notify- 
ing the Cargo Unit that the property, detailed as to weight and cube, is 
ready for shipment. 


aah ve 
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2. Shipment to Point of embarkation 


be. Upon reseipt of the assisnment of Boece, the Cargo Umit 
whit lasug a notiog of uhipnons tbe storage and Ingus or to the connaretal 
oarriur giving all necessary particulars as to the dBhipsent. In the event 
property prepared for shipment by Storage and issuo oaunot be noved to 
the point of avibarxagion by Ll Yacililwes, a Clu Hill of Ladin, will be 
issued by the varygo Unit to effeds shionent Lroa the warakouge through 
counoerclal iseans. 


%. Shipment to Desbiaution 
P Revadhisetdnc i /Edeachene egal 


, tne TE 252 cospicte siipniat to 


destination according to tusir respective Prosoanres. 
4. aothods of vayment 
sateen cemeieieemntemeen ented tet ee ene 


a OG Bills of Mating wlll be used to transport naterial from 
inland points to roi in conneotion with Shipments through “ar and Navy 
channels. <4 scopy of the bill of Jodins will be forwarded to the Fiscal 
Saotion for encumbrance, together with a so vy of “Lotter of Yransfer" in 
ths caso of household effects. Pills will be presented bv: the carriars 25X1C 
Aireot bo the FPisenl Sestion and payzient will be made in accordance with 
applioable revulations. 


CONFIDENTIAL 
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isi LOCAL WOT LE PhalorPokTat bun 
nen ener ae a eat nent a 


1. uxlating Vuollities 


Ne 4 limited nuaber of passonger oars and Lruoiu, garayed at 
and operated from tie Motor Pool, ara uaintet: - by hy Trang partatdun 
wackton Por offlolal use by It, 


2. dmivations on tlge 
petiraiticenacraniaarl yaccsheti cantina 


tie waplic lauw GOV, Vth Congres, provides Gliatee 


einen a at 


Manes Unless obher wine apeol Clonlly provided, no uppro~ 
priation available for any daupartaent shall be oxpondod..-eamfor 
tho maintenance, operation and repair ol any vovermient-ownad 
passenger ixotor vohicle or nireraft not used exolusgively fer aie 
ficial purposes; wd "olfietul purposes" shail not include the 
Sransportation of offisoers and amployoes between thoir donaleilas 
and places of enployment.... any officer or miployse of ve Guve 
ernment who wilfully usec or authorizes tho use of Rhy vovertainte 
orned passencer sotor veniole or alreraft, or ie by paseuliger 
motor vehicle or airoraft leavad by the vovornnont, for other 
than offielal purposes or otherwise viglavos the proviglons of tais 
paragraph shail vo suspended from auvy by the head of Cie departe 
vent concornad, ai bheub Bonponsablor, Cor sch Jess than ova: woulh, 
and shall be auspended for a lonje* period or summaril: removed 
“rom office if oirowautaneas warrnitte «eo. ce 


be in view of the foregoing, statute the followin, rules will 
apply: 


(1) Trips are nos nutuorized te wr eras the passenger's hone 
or place whore meals arg taxon. 


(2) Chauffeurs are furviddon to deviace yyua ti wet diruct 
route to tao destination sat forts in tug Jispaten skip unloss previous 
approval is obtained froa tie Dispatchar. 


(3) The Toguarsisite oP operating rudcs poStod ol u Slacurd 
in official cars must vovern both chauffeur nud pabsenyoer. 


5. Operation of -otor Pool 
ener nemencnarnt renner 


a ieyuests for automobile transportusion will be cade by Sele- 
phones call to tho Uispatcher, Kotor Pool, Transportation Jootion. lade 
of the pasuenger, tima and place of departure and the destination will be 
given, and passonyor will be required to report prouptly to the point of 
departure. Caro will be exurcised to avoid reserving automoblles for tan-e 
tative trips, and tho Dispatcher will be notified praaptly wien soheduled 
trips are cancelled. 
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ME oesran 


1. Purpose 


The purpose of this instruotion 1s to outline the progadure to 
be followed in conneotion with tho requisitioning, procurenent and Lasue 
of supplies, equipment, and services other than personal, 


2. Organization and Functions 
a The Supply Sgotion, Services Vivision, :+A liranch, is 
responsible for tho procurement, atorago, maintenance, and issuande of 
supplies and equipment, and the procurement of contractual and misovl- 
laneous services required tor the operations of the crq. 


To aecomplish tie fimetions yet forth above, Sho gupply 
Seotion has established the following unite: 


1) Processing mit 

Procurement Unit. 

(3) storage and Isque Unit 

(4) Contract Unit 

(5) eal Ratate and Maintenance Unit 
(6) Appliance “aintenance nit 

(7) Special Proourenent Unit 


b. The Reproduction wotion, Servines Nivision, PA Rranch, 
ig responsible for providing through its om facilities or APO all 
printing and reproduction services, with certain exceptions, inoluding, 
composing, drafting, mimeoyraphing, ditto, offset printing, cutting, 
padding, binding, microfilming, photographic copying, photogpraphio 
printing and enlarging, photostat, ozalid, und identification photopraphy. 


BE rxquisrrronzmne 


l. Per#ons Authorised to Requisition 


a, Expendable items or reproduction work may be requisitioned 
froa the Supply and Reproduction sections respectively by the designated 
responsible officers of an Office or unit thereof, 


b. Requisitions for non-expendable items, contractual services. 
and repairs to equipment must be approved by a Unit Supply und Property 
Officer, and in the onse of items the cost of which exceeds $500.00 the 
requisition must also bear the approval of the Chief of the Branch or 
activity for which the items are to be used, 


6. Requisitions for Communications items must be approved by 
the Chief, Commmications Division. (See Section -) 
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2. Porns 


The forms to be used in roquisitioning supplies, oquipment and 
services from the fupply and Reproduction sections are; 


a Form 36-7, Requost for gupplios, "quiyment, and Services 
be Form 88¢2, Reproduction Requisition 
Be Catalogs 
Three etandard catalogs indicate all items stocked by CIG. 
we Catalog of office Supplies ‘expendable items)" 
b. Catalog of office Equipment (non-expendable tons) 
Ge Catalog of Expendable vedical Supplies 
* Part YI of the Catales of Office Supplies contains «a list 


of approved CIG forms; also informaiion us to the various roproduotion 
techniques for guidance in raquisitionang reproduction jobs. 


4. General houtine for Ordering Supplies, Equipment, and Services 
a. Action by Requisitioning Crfice 


(1) Humbex of Copies 


To requisition supplies, oquipment, or services, Porn 
Ho. 36-7, Roquest for Supplies, Yquipment, and Services, will be prepared 
din an original and two copies. 


(2) Approval 


The Requisition wili be approved by the Unit supply 
and Property Officer, if for non-expendable items; by tho Rosponsible 
Officer if for expendable itoms; or by the Chief, Comaunications 
Division, if fer semamications items. 


(3) subuitted to 
Requisitions will be forwarded to the Chief, supply 
Section, except in the aase of Requisitions for expendable stook itens 


which should be subaitted direct to the Office supplies and Equipment 
Sub-tnit. 


(4) Description 
(a) Requisitions mist inolude a complete description 


of the items required, suggested source of supply if knom, model number, 
specifications, and sketch of the item when necessary. 
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(b) If stouked iteus, description must apree with 
catalog niwmbers and nomenclature. 


(co) Requisitions for repairs should fully identi ty 
the item, inoluding make, serial number if any, and the nature of tho 
repairs if known, EXCEPTION: ~ Safes - Ropairs to or changes in 
combinations of safes not be made by the Supply seotion, sd no 
Requisitions should bo submitted therefor. Roquosts for such service 
will bo made by telephone or uemorandua to the Security Niviston. (reo 
Administrative Instruction Ei -) ‘Mwnevor it is necessary to 
secure thin type of seurviow. ffon a commercin)] concern the soourity 
Division will request the supply Seotion te procura tho serviae,. 


(d) kequiudtions for Contractual servicon must be 
supported Ly explanatory momoranda or statements of juetitiontion az 
occasion requires. Proliuiuary consultation wit! the chief, Supply 
Sootion, is suggested to rosolve questions in doubtful cases. Under no 
clroumstencus shall nogotlations be carried on or any contrnots or 
agreenents be entorad into or oblijations or commitments mado oxoont by 
or on spocifio approval of u properly authorized contracting offScer. 


(5) Foint of Delivery 


The point of delivery should bo inserted in the ppace 
provided and may be a point other than the place where the Requisition 
originates. The original of the Requisition Porm 30-7 will be the 
action copy; one copy will be returned to the Accountable Officer for 
record and for bnaio reforengs in tho avent of nocussury inquirtos 3 
the remaining copy, in the case o2 expendable atock itoma, will acoon- 
pany delivery and be the record of receipt. The person recefying the 
itous, will be required to sign tho latter aopy. (In case of delivertos 
other than those of expendable of Moo supplies carried in stock, surinlly 
wunbered Pom 36-10 will be usod for reculpt purposes. } 


(6) ‘hen to Order 


(a) Requisitions for all aupplies md services 
axcopt expendable stock itemn, wuat be submitted as sar in advance of 
requiremonte aa possible end any special urgency should be stated aud 
justifed, notwithstanding any oral clearance proviously given. 


(b) Requisitions for expendable stoolod offico 
suppliogs may be requisitioned 24 hours prior to neod, as dolivery of 
such itens will usually be made within 24 hours. 


(c) Requests for omergency repair service may be 


made at any time by telephone call to the Chiof, Appliance Imit, and 
confirmed by requisition {n the usual mainer, 
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(4) Requesty for such nisvollaneous services an 
roplacoment of lamp bulbs, repair or adjustment to doora, windows, 
blinds, floors, floor coverings, radiators, pipes, may be nade at any 
time by telephone onll to the chiof, nonl wstato Untt. 


(7) Classification 
Se eaanitemmeeateninten seteenseter 
Yor prompt an’ offeative handling of roquisitions, 


all gupplios, oquiymunt, anc servicos ero grouped Into clanses. A 
Separaty requiaition should be prepared for itene falline under each 
‘mr orounenenarctanereteate.rireseatnemen asin oh aaemaresen east ephttitgeavetonparavarnanghae 


0 N@ OL88508 Sto Ow; 
hate a tere neentemmenmensmeematet tpi aa 


(a) Expendable Office supplies listed iu the Catalog 
of Office Supplioss. 


{b) Non-oxpundabls os fice “quipmnont lLated in the 
Catalog of office liquipaunt. 


(a) Modical. Supplies and Equipment Listed in the 
Catalog of ilodioal Supplies. 


(d) Spfice Supplies and quipnent not linted in the 
catalogs. 


(9) Kodionl supplies and tquipment not linted in the 
catalog. 


(f) Communications Supplies and "Nquipment. 


(s) Space, utilities, aud budlding maintonance con~ 
elsting of slsstrical or carpoutry work, acquisition of editional 
office apace or moves between offices. 


(n) Repairs to Office appliancen ouch us typewriters, 
adding machines, numbering, machines, vtec, 


(1) Leases, Contractual services, Includin;; the 
moquisition of space by lense or other arrangemonts; utility sorvicos; 
repair, alteration, or improvementa of Property; the Installation af 
and/or rental or Ioaging of fncilitios and equipment and repnirs theroto 
for which the governnent is responsible; special services of a contractual 
nature, 


(j) Operational Supplies and Fquipment will be 
stocked, but not listed in a catalog for seourity reasons. hen n 
requesting efficer has any doubt that the item which ho requires falls 
inte this class, or if he requires any specific information with regard 
thereto, he will make inquiry of the Chief, Supply section. 
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be Aation by Supply seotion 


(1) fhe Chief, Supply section, or other acddronues of the 
Ragutattion @ill exnmine, approvo, and forward the Nequiaition to the 
appropriato wit for action. 


(2) If upon examination the Requisition 1s disapproved, 
the Chief, Supply Ceation, will returr ol) oupley of the Requiaition to 
the requenting offien with a brief statement of oxplanation. 


9. Goncral Routine for Ordering Reproduction and Printing 
int aarti eta rtd arama teneeie emanate iaenemamiemimt en eer ena a ee oe ane nee 


a. Form 36-2, Neproduction Requisition, will be uaed vor all 
reproduotion and priuting Jobe to be porformed by CIC factlitius.  ‘tagh 
offloe requesting reproduction of naterinl shall collaborate with, the 
Chief, Reproduction Section, to determine the bent typo of reproduction 
ta moot the requirements of tie job ordered. 


be. The Requisition should be prepared in duplicate and 
forwarded direct to the Chief, Noproduction Section. In those cases 
where the job involves the draftiny, of a new CLG form or the revision 
of on established form the foquieition should be routed through the 
Procedures Unit, Financo Pivision (Jeo seation is) Je 


0. Pyinting or reproduction jobs to be performed by the 
Government Pyinting Orfioa or other outside agency should bo roquisi- 
tioned on Form 56<7, Request for Gupplion, Equipment, and Services, and 
forwarded to the Chief, Jipply Section, in the usual manner. “nen in 
doubt au to the proper requisition to use in a given inatance, the 
chief, Supply Section, or the Chie?, Raproduction Suetion, sheuld be 
consulted. 


fiend PROCURAMUNT 


1. Authority Yor Proctirenont 


fhe right to effect purchnses or enter into contracts is ro- 
sarved by statute to the Mrnctor of Central Intelligence and cunnet 
be exeroised by any other individual in CIs except by spooific delegation. 
Sugh apeeific delegation has been made to the Executive for 1A; the 
Chief, Services Division; the Assistant Chief, Sorvicor Nivinion; and 
the Chiof, Supply Section. 


The above naned individuals are the sole agents for the 
performanoe of the functions of purchasing and contracting, and any 
purchase, oblivation, or cormitzont on the part of any other ind4vidual 
will not be recognized or tonored by CIG. (See C.G. -) 


In the case of contracts amounting to $2,000 or over, the 


original and one copy will be certified as to legal sufficioncy by the 
General Counsel's office prior to release to the contractor. 


GUNG WIN IAL 
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2. Methods of Procurement 
lei ee eee ea ee 


® Purchase Order Form Noe 56-1 will be used as an authoriza~ 
tion to a vendor to deliver supplies or services. It will be aligned by 
the Chief, supply fection, or hia designee. 


b. Contracts will be used for entering into formal agreements 
signod by both the Government and the vendor authorizing the contractor 
to furnish the services or supplies, The contract instrunmt nueually 
euployod will be the Standard [U.8,) Form to. 383 entitled, "Invitation, 
Bid, and Aeceptance. ” 


S. Standard (.5.) Morm Yo. 2 entitled “Lease betwoen (blank) 
and tho United States of Anerion" will be used to contract for office 
or other space outside the motropolitan area of Washington, D. Ce, 
unless such space is otherwise nvailable. 


de Standard (U.5.) Form Ne. 40 entitled “Contract for Tele- 
phone Servico” will be used to contract for telephone service outside 
the metropolitan area of Washington, 1. C., unless otherwise provided 
for. 


0. Letters of agreement, or nenoranda of verbal agrecnenta, 
will be used between CIG and other government agencies and will consist 
of letters of roquest and lotters of ncoeptance stipulating the supplies 
and/or services to be rendered to the CIG and the tems of rendition 
thereof. Pyocedure for negotiating letters of agreement will bo Governed 
by the ciroumstances surroundiiug, oach individual case, but in general 
auch requirements should be approved and arranged for by the Executive 
for Versonnel and Administration, and in all cases cleared with that 
official or his authorised representative, 


f Bills of Lading, Standard (U.8,) Forms 1103 through 1106, 
will be used as authorization to x carrtor to ship supplies and materials 
at govemmont expenge. 


&- There are alan certain specialized methoda of procurement 
observed by tha Supply saotion, utilizing special forms auch as; 
Standard Form No. 1, "Requisition for Printing and Binding,” for abtatr- 
ing printing and binding services from the Government Printing Office; 
Goverment Printing Office Forn R-2390, "Order for Standard forns or 
Suppiios™; Form No. 10-292, "Mequest for Mork te be lerforned" by the 
Public Buildings Administration of the Federal vorks Agpenoy. 


S. Routine of Procurement 
a Inserts ard 
Be General 


Requisitions for any itens not carried in stock, after 
approval by the Chief, Supply section, and recording in the Processing 
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Unit, wlll be routed to the apperoprinte proouriny, unit for aoquiadtion 
of the items by purchase or otnar noana from commercial or overnnont 
sourovs in accordance with pertinent laws and regulations. Contractual 
puronages aaounting to $2,000 or over, or contracts for continuoun 
sorvioes or leasing of apace will be handled in the Contract Umit. 

All other regular purchases will be handled hy the Procuranont Unit. 
Hthor typos of acquisitions wlll be handled by other unttnr an annsimoed. 


be Obligation of Funds 
staat teetnenteaiemen ett ee 


The preparation of the Purchase Order and/or Contract 
involves the vomwaitment of an expenditure which must be obligated on 
the Allotment Accounts of the contral Intolligenoe Group. Bofore a 
Purchase Order, Contract, or othor {ustrumont involving vouclored Sunda 
nay bo tasued to a aupplior for services, equipment,or supplies, the 
document must be routed via the Hudyet Seotion to the Accounts mit of 
the Piocal Seotion for veriMontion that fimds sre available. Indion- 
tion that an obli¢ation has beon eatablished will be placed on trv oopies 
of the Purchase Order form; in cases of othor instruments of proourement 
whioh are not accompanied by Purchase Order, the Accounts tit will 
indloate the establishwent of an obligation by executing a Forn 54-0, 
Uiscellaneous Obligation Record. 


Tf lack of funds prevents the Accounts Umit fron oatablishing 
an obligation, tho proouring officer will notify the requinitioning office 
and the order will rennin in suspense in the Supply Seotion untdl thy 
requisitioning office requests and obtrina the necessary allotment of 
funds from the Bydget geotion, and notifier the Supply seotion accordingly. 


So. Distribution of Poms 
teenie 


(1) after the preparation of the procurement dooumonts and 
the oblivation of funds, copies of tho procurement dcounontr will foner= 
ally be distributed as follows: 


Original, with additional copies where needed, to the 
Bupplier of the commodity or service 

1 oopy to the ™scal Section 

1 sapy to the Receiving station 

1 copy to the Requisitioning office 

All other copies rotained for internal use of Supply 
Section 


(2) Contracts are an exception to the foregoing and are 
distributed as follows: 


Original to GAO via the Fiscal Section 

1 copy for Mscal files 

1 copy for contractor 

Remaining copy(s) retained in Supply Soction 
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1. gtorage 


A warehouse at Poss)jm, Virginia, and two stook rooms at North 
Building aro maintained by CIG to xocomnodate items of supply end 
equipment carried in stock for inmie arainst requisition; and to receive 
and dispatoh all shipments. Tye warehouse is the main repository of 
supplios and oquipmont, 


A porpetual inventory of nll items carriod in stook will be 
maintained which will reflect the {esuo of stook, the balance on hand, 
che rate of ocnsumption, and will serva as & Dasin for partodic raplendsh= 
nent of stook, 


Any surplus property will bo reported to the Chief, Storage and 
Issue (mit, on Form No. 36-24 ontitlec “property Turn-In or Transfer 
Slip" oxecuted in an original snd 6 copies. {Sco jdministrative Tnatruc- 


ting Ce) 


2. Inooming Material 
n. Receipt 


Suppliog and aquipmont procured by Purohase Order, or 
oquivalon® document in special casos, nre received at the warachouse,. 
Tho receivin;, clerk will inspect delivory for condition, to insure that 
itens moot apeci Monations, and oheel: it for quantity comparing it with 
tho copy of the puronase documont. The Storare and Issue Init will 
institute claims for loss, damage, or omission. Receipt of shipment 
will be recorded on CIG Forn 88-10, 


be Re-delivery 


Redeliveries to local consignees will be accompanied by 
CIG Form 55-10 which is prepared in 7 copies, distributed as follows: 


Original tc consignee for receipt and retum to warehouse 
files 

1 eopy to Property Gontrol Section for property recording 

1 copy to tho Fiscal. Seovicn to support audit and payment 
of vondor's invoice 

1 copy to Accountable Officer 

1 copy to Rosponsible orftoer 

1 copy to Processing Unit ef the Supply section for 
recording and completion of procurement records 

1 copy retained in files of Receiving and Inspection sub- 
Unit 


NOTE: Delivery of stocked items will be secomplished in the sano manner, 
with the exception of expendable Office supplies for which tho roceipt 
will be a copy of Form 36-7, Request for Supplies, Equipment, or Service, 
(See Section 
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8. Outgoing Vaterial 


Demestio and oargo ahipnonta will be prepared by tie ftorage 
and Issue [nit where responsibility will reside for serting, segrega- 
tion atoring, processing, waterproofing, packing, and marking in 


25X1A nooordanse with sccurity regulations. (Soe Transportation, Aduinis~ 
trative Inetruoction 


e 
tinal 
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BR rovuatony provisions covered procmuaiare Por Dintrivution to} 
erence (KUBHLY HootLor only} 


1 « General 


Limitations proceeding Crom various laws, ‘rom tho appropria- 
tion act and the approved budget of a fedoral ageney such as the cla, 
reatriot the objoot, scope, and duration of procurement trunsnotions, 
but in genoral permit the agonoy to proouro equipmont, supplies, and 
services necessary to fulfill ite Sunotion. dowever, tho right of 
federal agencies and departments to choose aources of supply, and to 
some extent to choose materials and sorvices to moet their requiromonte, 
is limited by tho existence of a number of Mandatory sources of supply 
from which procurement ia made by reference to a published acheduloe or 
list of supplies or other reference, 


2. Mandatory Sources of Sups. 1y 
an eee eneeieeneeentnmmsn mre tes 

a. Federal Supply schedule 
ITT RE ER OEE EAI etme 


Tho Bureau of Federal suppl of the Treagury Department in 
authorized by £.0, 6166, 47 Stat. 141%, to execute contracts covering 
federal requirements for generally used commodities of wide variety. 
These contracts are assembled and published as the Fedoral Supply 
Schedule (formerly denoral Schedule of Supply). All itenn of supplies 
and equipment listed in the mandatory portions of the Federnl Schedule 
must be purchased for offices within the continental Wmited states fron 
sources indioated therein, unless (1) a cloaranco is obtained to moct 
special clroumstances or (2) an omergenoy of # thoroughly justiclable 
nature arisos (6 C.G. 824, 16.0, 225}. whera field services nro not 
specifically coverad by Federal Supply Contracts, these contracts should 
bo utilized whenever the contract prices and conditions aro advantageous . 


be. Fedoral Warehouse Supplies 
periactatadhainenneidtcadhascete ina! st Salshedal 


In addition to the stoakroomg of supply items maintained by 
nos tfederal agencies, there is a large warehouse of standard supplies 
and equipment maintained by the Burenu of Federal Supplies in Hashington 
and in rogional offices throughout the country for purohase by covernment 
offices. Purchases may not be made oomersially of items listed in the 
“Federal Stook Catalog” without a certificate of Clearance fron the 
Bureau of Pederal Supplies (K.0.6166, 47 Stat. 1517). 


On Web.Ac Surplus lroperty 


Federal surplus supplies and equipment are listed poriodi- 
cally in catalogs issued by the Tar jssets Administration, pursuant to 
the Surplus Property Act of 1944. when advantageous, purchase of the 
items listed is required by tho Federal Regulations based on authority 
contained in the law. 
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d. Federal frigon Induagtries, Inc, 
LL A a RENE A ITAL RTE TE ALCL Sint teserE ta TAO RES 


Federal agenoies are required by law, unlesn apeol Noally 
exempt, to purchase products manufactured by tho Federal : rison 
Industries, Inc. (EB.0. 6917, 46 ftat. 391, 48 Stat. 1211). A "Schedule 
of Ppoducts" lists such olasses of matoriale as are manufacturod by 
penal institutions and the introduction to each class states whother 
or not tho respective olasn ig mandatory. The list dnoludos bristle, 
cloth, lenthor, and netal products. Certificates of Olearance migt bo 
obtained from Federal Prisons Industries, Ino., before purohasing from 
Cormasroial sources. The Comptroller General has held that alleged 
emergencies or cheaper commercial prices are no authority for failure 
to comply (18 C.G. 40, 16-391, 17 C.a. 684, AG-Sl2, ond 14 C64. 270). 


O. Blind-ado Products 
tate iat tert e e 


Federal agenoion are required by law to purchase products 
made by associated groups of the blind working under tho auspices of 
a Comaittees on Purchases of Blind-inde vroducts orvatod by the act of 
6/26/38 (62 Stat. 1196). Pursuant to provisions of tho statute, the 
Committee issues regulations and publishes annually a "Scheduls of 
Dlind-Wade Produsts," listing such itoms as mate, mattresses, broons, 
nops, and mail bags. Puronnses of such itema without a certified 
clearance from the Committees nay not be made from cormernial sources 
even at a saving to the dovornmont (21 0,9. 482), 


Le Government crinting office 
The Government Printing Office hag been entablished by 

Congresa to execute all printin;: and binding and blank book work and 

has been authorized to supply oil] related materials such as papor, 

blank books, blank envelopes, ink, glue, etc. These eupplies are listed 

in two catalogs entitled "Byonk Papor and Knvelopes™ aud "Standard Porag 

and Miscellaneous Supplies." (28 Stat. 622/32 state 4813 43 Seat. 5923 

44 Stat. 550-1; 45 Stat. 1400; 49 stnt.475; 40 Stat. 1270; & C.0.'556; 

9 C.G. 493; 11 C.G. 1363 18 C.0. 565.) 


8 Post Office Department 
palatial unt. teasehathttad 
Franked envelopes of all descriptions may be purchased 
from comercial sources, on through contraots approved by the tnited 
States Post Office Departenene, (34 Stat.478) 
h. Public Buildings Adsinistration 
ener omen een erteene ene 
control and management of all uildings in the District of Columbia 


occupied by the government. This ineludes leaset properties as well as 
gevernment-owned buildings. 


The PRA is Priel cieboe by law (53 Stat. 661) for the 
i 
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The PHA asaignes space and performs or supervises nll moving 
o0orations. 


The authority exprossed and implied in the foregoing ro- 
quires that many mechanioal and custodial services be performed or 
procured through the PBA by CIO in conformance with regulations and 
procedures ostavlished by the PRA, for example; repairs to windows, 
doors, and blinds; alterations to partitions; installation of special 
faoilitios such as eleotric fans and air-oonditioniny, equipment, ote, 
PRA maintains «a regular foreo of salariod machanios and per diem 
omployees to perform such services, 


Clerranoe from the PHA is nosessary for tho proouroment of 
any of tho above sorvices from oommeroinl sourcete 


$. Domestic Preference Aot 


A general limitation on freedom to purchase is sound in the 
Domoatic Proferenac Act, commonly referred to as the “Buy American Law" 
(47 Stat. 1620), which requires tho Federal Government to buy only 
domestic products uniess inconsistent with the public intorest or the 
cost ia unreasonable, or commercial quantities of a satisfactory quality 
are not reasonably available. Such exceptions must be established and 
sertified to by the head of a department or independent establishmnont, 
or in certain instances by his duly authorized ropresentatirs. 


4e Statutory Limitations on Specified Itens 


a. Among laws restrictin., the purchase of property is 3 Stat. 
S66 which states that "Ho land shali bo purchased on necount of the 
United States oxcept under law authorizing such purchase." 


be Leages cannot be ontered into for the rental of space 
without a specific appropriation therefor by Congress (19 Stat. 370; 
6 Coe 685; 17 C.G. 424). The Rconomy Act of June 30, 1932, provides 
o formula limiting ront payable per annum, and amounts payable for 
alterations, improvoments, and repairs in rented premises. Permonent 
improvements to leased property may not be made wmiless spocifically 
provided tor in the appropriation (20 C.G. 9273 15 C.G. 50). 


Oe Passenger motor vehicles may not be hired or purchased for 
other than the heads of oxescutive departments withaut specific authority 
in the appropriation conserned (5 U.S.C. 78 as amended by Sec. 16, 
Public Law 600). A coiling of $1,300 for passenger automobiles was set 
in Section 406 of the Third Deficiency Appropriation Act of 1946, Public 
Law 521. This sum is required to include certain accessories and aquipe 
ment (19 C.G- 988), but is exolusive of the costs of transportation, 


do Law books, books of reference, and periodicals may not be 
purchased unless authority is speoifioally provided in the law granting 
the appropriation (30 Stat. $16). This limitation does not apply to 
the field service. 
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o. Al printing, binding, and blank book «ork for Congress, 
the Executive orfice, the Judiaiary, aud ovary excoutive dopa rtaant., 
independent office, and eatablishment of the (lovermaent shall be dona 
at tho (ovurnnent lrinting Office, exospt auch olasses of work aa shall 
be deemed by the Joint Committee on Printing to be urgent or necossary 
to have done elsewhere than in the Dintriot of Columbin for the ux~ 
olusive use of any field service outaide of sald District (44 U.5.C. 111). 


f, Purohase of artioles of a personal nature are prohibited 
by decision of tho Couptrollor General (3 C.0. 498). ( urcinge of gual 
artloles therefore cannot be mado except. whe: specifioally provided for 
in the appropriation. 


Be Authority to dispose of oquipmont by aale or exchange anid 
to apply the procoeds of onlo or oxohange valuo to the purchase of 
similar now equipment must be spuoiSienlly authorized by law (31 U.5Ce 
487 as modified by 57 Stut. 195; seo alav 28 c.0. 981), 


he. fhe purchase of drinking water for office use has been 
the subject of repeated suspensions by the Comptroller General in GAO 
audit of contraots and payments. “here must be shown that (15 the 
necessity, from the Governmont's standpoint, oxists, and (2) no other 
water Pit for drinking purpose is available without charge or at Lower 
cost (6 C.G. 90), Similarly, ice may not be bought for water purchased 
without conolusive juatifioation. 


4. Unloss insurance of yovernment-omod valuables ins authorizod 
by spocific statutory enactment, or speoifically authorized by the 
Georstary of the Treasury, no obliyation may be incurred or payment of 
premiums allowed (50 Stat. 479; 53 stat. 15583. Charges for transporta- 
tion providing cary in handling of shipments oomensurate with their 
value is pormiastble (17 ¢.G. 741). 


5. Competitive Bidding 


a. Tho basic statute among miscellaneous laws pertaininy to 
purchases is se rt Sec. 3 oh reads as followa: Except 
as otherwise provide Ww purchases and contracts for supplies 
or services in any of the departmonts of the Government,.., exeapt for 
personal services, shali be made by ndvortising a sufficiens tins 
previously for proposals respecting the same, when the public exigencies 
do not require the immediate delivery of the articles, or porformance 
of the service." 


b. Competition and advertising are not necessary whore the 
anount expended for a purchase or service does not excesd the open 
narket limitation of $100.00 as provided by Public Law 600 ~ 79th 
Congress (5 U.S.C. 41). However, purchases should not be split to 
bring them within the exemption nor should term or definite quantity 
contracts be avoided to permit pisce-meal purchases in amounts below 
the open market limitations. 
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0. The tem “open market" is applied to purchases frum 
comercial sguroes without restriction to competitive bidding. Not- 
withstanding this relative froodom to purchase, adainistrative 
disoretion and good mannyement require a purchaning officer to solicit 
quotations from several vendors as a foneral practice. This establishes 
proof of a resonable effort to obtain rensonable prices without favor- 
tion. 


d. Where public exigencies require the immediate delivery of 
artiolus or performance of services, the artioles or sorvicon roquired 
may ve procured in the open mrarket in a nanner in which suo) artiolos 
are usually bought and sold or auc) services engaged regardless of the 
$100.00 limitation. Where tho amount of such an emergoney procuresient 
is more than 3100.00, the exintence of an omergenoy must bo cortified 
to by the proouring officer, This atatoment of justification must 
show acceptable explanation of the emergency and why the neod for the 
item involved could not have been foreseen in time to secure competi- 
tion by formal bids. It should also indicate that tho price is juat 
and reasonablo and the lowest obtainable under the vf roumstanoces. 


6 Contract Limitations 


Government contracts must inolude various provisions and 
conditions which opernte as linitationn and are subject to requirements 
of various laws. 


a No contracts or purchases on behalf of tho United Sentes 
shall be made winless the anne is authorized by law or is under an 
appropriation adequate to ite fulflllwsnt ‘34 stat. 255). 


be Contracts for supplies ma not be entered into for more 
than one year (R.S. Sec. 3735), 


o. Contracts involving installation, conatruction or labor 
of any kind (with the exception of classes of work spocifically 
exempted in the Act such as transportation by rail or water or trans- 
mission of intelligence) must contain provisiona requiring compliance 
with the Right Your Law (S35 Stat. 157, 138, aa amended hy Act of 
9 Sept. 1940, 54 Stat. 884: see also. 16 C.G, 872. 24 C.4, 376). 


ad. Contracts for the manufacture of supplies and equipment, 
suounting to $10,000 or over must include the requirements of the 
Waleh-Healey aot, 49 Stat. 2086, with reference to wages, conditions, 
and hours of labor (20 C.G. 931; 21 C.G. 9). 


@. Contracts for the rental of oquipment may uot lawfully 
contain stipulations for the pnyment of damages resulting to the equip- 
nent operated by the Government under rental agreements (14 C.G, 159). 
Repairs for ordinary wear, tear, and breakage (that is, such repairs 
as aro necessary to the proper and continued use of the rented equip~ 
ment) are permigsible. These repairs, however, may not be mace for 
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the purpose of returning the cquipment in as good condition as when 
rented, but are restricted to such repairs or replacements as are 
necessary for the continued use of tho equipment by the renting agenoy. 


£. Utility contracta must refer to the lease number of the 
preuiees in which located or must contain a statenent that the preaises 
are government owned, in accordance with requirements of the General 
Accounting offices. 


Unduly restrictive provisions or specifications, nullifying 
the clear intent of RLS. Seo. 3709 requiring competition aro illegal and 
their inclusion in advertiaing for bids must be guarded against (16 C.6. 
258; 13 0.6, 284)« 
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a. PROPERTY 


i= GPUDRAL 


1, authority 


Th accordance with the proviulons of USCA Mtle 41, seotions 
89, GO, M1, 92, the Director of Contrnal Intelligence in anaryed with 
establishing and enforoing ropuletions pertaining, to all phases of 
proporty accounting for tha Central Intelligence Group. 


ae urpese 
Thie menual sets forth the polletes aya procedures with respect 
to accountability of, and responsibility for, supplies and equipment 
et all Clo epernating units aid installations, 


3. definitions applicablo fo Vroperty he gelationa 
ELS A PLCC OE BF HIS te a. ttn omen edieath tit intents ceeathaleiaie teehee nian ne 


a Aoocountahility is the obligation of an individual otficlally 
designated to waintain « formal record of supplios and equiprent on a 
stock record acommt, An individual ao dusiymated will bo referred to 
ag an Accoimtable jupply and Proporty Officer. Zhe tern “ucoouitadle 
supply and property offftoer" rovers odlleutively to a init Supply and 
Property officer, a Contral supply and Proporty offleur, and a 
Consolidated Supply and Property officer as defined in paragraphs by, o, 
and d below. 


be A Unit Jupply and Property officer (formerly loown as litanch 
Supply and vyroperty Ofiicer) ts aun individual officially desi;nated to 
he accountable for all non-expondnble supplies ond aquipmont issued on 
receipted inatrurents to reapenrible individuals in Usiny, unite under 
his supply jurisdiction. A imit supply and Proporty Officer will 
normally function at the office, branch, or division level in the 
‘ashineton aren. 


c. A Contral Supply pnd Property Officer ise an individual 
officially designated to be accountable tor supplies and equipment in 
stock available for issue at a central. atoraro point. 


d. A Consolidated Supply and Property Officer 4s an individual 
officially designa at an independent Ins ation to be accountable 
for all non-expendable supplies and equipment at the station or its 
satellite units. 


f. A Stock Record Acooim+t 4s a formal basic record showing, by 
item, the receipt and disposal of property, the quantity on hand and/or 


egy i 
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issued to responsible officora, maintained b) an nocountable supply 
and property officer on presoribed forms, which is subjeot to audit. 


be Responsibility is the obligation of an individual for the 
Dropor custody, care, and safekeeping of public property in his 
possestion or undor his supervision whether or not a Bignod roceipt 
has been iven. 


he Direot Responsibility reats with an individual to whon property 
has boen ontrusted and who 1a spocifionlly charyod with its gare end 


safokeeping. 


1. Supervisory Responsibility ia the obligation of the senior 
individual “Sf -e GATE oTTTees BFE, division, ote.) or an independent 
installation, to insure that all property wader his jurisdiation is 
properly safeguarded, administered, and socounted for. 


J. A Responsible officer i8 an individual specifically charged 
with the oare and sarekeeping of proparty reoeivad from an accountable 


supply and property officer on a Signed receipt. 


ke Non-xpendable property inoludes all supplies and equipment 
not consumed in use and whioh ordinarily retain their identity during 


the period of use, such se vehicles, maohinos, dosks, typewritors, ete. 


i. =e endable property inoludes all supplies and equipment whioh 
mre consumed or lose their separate identity in use. Spare parte, whieh 
are used to repair or complete other artiolos; office supplics, such as 
stationery, penoils, eto., are considered expendable items upon issue 

to using units. Items of cquipment whieh are usable for a short period 
only, or which are easily broken will bo oonsiderod expondable upon issue, 
and will not be carried on the sontrol records of an accountable supply 
and property offioer. 


me Peouniary Liability is tho responsibility of an individual 
to make restleution Tor The Lone or destruction of, or dama,.e to, public 
property. Peounlary liability arises fron the failure of an individual 
to exercise proper responsibility. 


nm. A Voucher is an instrument used to avidence a trangaction 
on & stock record account. Normally, there are three types; 


(1) A Debit Voucher is an instrument listing articles to 
be entored on a stock record account in order to increase tho "balance 
on hand", 

(2) A Credit Voucher is an instrument listin; articles to be 


entered on a stock record account in ordor to deorease the "Balance on 
hand" . 


(3) An Adjustment Voucher is an instrument used to bring the 
“balance on hand" ure, a8 shown on a stock record account into agree- 


mont with the quantities actually on hand and/or issued to responsible 


Liviy, mo iA 
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individuals, 


Oe Publio Property and Property are ceneral terms roferr inj to 
expendable and aanceepantab le supplies and oquipment, but do not include 
real property, sugh as buildinza, loasoholda, ote, 


Pe Installed Proporty roofers to movenble thine such as equipment 
apparatus, appliances, atures, and meachinory which have been fixed in 
place in, or attached to, roal property, tut which may be sokvered or 
removed without destroying their identity or utility. 


Qe Hoceipted Instruments and Signed Receipts are ;cnoral torms 
referring to srt Signed transfor ond isgue oouments used to effect 


the assumption uf, or relief from, accountability and/or responsibility. 


4. Accountability And Responsibility Distinguished 


ae Differences 


Accountability ie the funotion of heaping a iormal stook 
record account of supplies and equipment in storage and available 
for issuo, or of property whioh has been issued to rospousible individuals 
on Signed receipts. Responsibility arises from tho possession of property 
or from tho supervisory jurisdiction over others who have possession of 
the propertye Hach of thease Soncepts of rosponsitility or socountabi lity, 
or a combination of tnem, may be attached to one individual az of any 
mononte 


Ue Acoountable and Responsible 


An individuul who carries property on a stook record acoount 
und who has said property in hia custody, gither in use or tn storage, 
has both moocountability and responsibility. 


Ge Aocountable only 


An individual who carries property on a stook record account 
which 1a issued to » using unit on a signed receipt is accountable but 
not responsible. The responsibility in this omse rosts with the individual 
having possession of the property. 
25X1A 
HB 22x53 ‘20 BE USSD BY ACCOUNTARL? SUP-LY AND PROPERTY OFFICERS 
eee areata erent nee g PAS UE EAU RG 


1. Forms And Purposes 


ae Fora No. 36-7, Request for Supplies, E ulpment, or Servioe, will 
be used by an eccountablo supply and property sthtoor and designated 


responsible officers to requisition supplies, oquipmont, or services, 


be Form No. 36-13, Aocounts Control Re ster, will be used to 
record portinent information relative to the Eee ounts of responsible 
officers established under the supply jurisdiotion of a Unit Supply 
and Proparty officer, 
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6. Form No. 36414 (Face), Stook Control Curd, will be used by a 
nit or Consolidated Supply and Property Officer > or naintaining a 
running belanos, by item, of non-expondable property on hend and/or 
issued to sub-secounts under thoir ountrol. 


d. Form No. 36-14 (Reverce), Accounts Control seotion will be 
ueed by a Unit or Consolidated Supply end vroperty Officer for maintaining 
a running, balance, by item, of non-expondatle property issued to 
individual sub-acoounts. 


O- Form No. 36-16, Vouoher Registor, will be used to reoord, by 
voucher numbur, all transactions soaked Eo « stovk record agcount 


maintained by an eecountable supply and property officer. 


f. Form Mo. $6-16, eepete of luvestory Adjustment, will be used 
to adjust diserepancies on the stock record osrds of an accountable 
Bupply and property officer, if said discrepancies are the result of 


errors in nonenclature or posting. cthor uses for Form Noe 36-16 are 
discussed in paragraphs 712 and 715. 


Se form fo. 56-18, Survey Report, will be used to record the 
cirounstances concerning tia O8f, Grane, destruction, or the!'t of 
public property, and serves ag, or supports, a credit voucher to the 


Stock reavord account of the accountable supply ead proparty officer 
concerned. 


h. Form No. 36-22, Consolidated Propert Report, will be sed by 
& Consolidated Supply and Proverty dfficer at an Independent installation 
to indicate, by item, the total geins or losses of oxpendablo and 
non-expendable vroperty shieh cave occured during, whe month, 


1. Form No. 36-24, Property Turneln Or Transfer Bhp y FELt, 2S 
used to return property to a gentra supply point or to initiate 
transfer actions between accountable supply and property officers 
and/or responsible of floors. 


j- Form No. 56-25, Property Inventory Roourd, will be used 
by @ Central Supply and Property Officer to maintain a running 
balance, by itom, of all supplies and equipment in stock availiable 
for issue. 


ke Form No. 36-42, Voluntary Paymout For vublic Property, will be 
used by an individual who desires to “6 Voluntary paymont for the loss, 
damage or destruction of public property. 


MB arrornmsir oF AccouNTASLs SUPPLY AND PROPERTY OFFTCFRS 
LCE Cee ttt oee-netinennnaaanncge_ cee 


l. Requirenents 
@. Rho May Be Designated 


Any coumigsioued or warrant officer of tho Ue S. armed 
services, or any U. S. civilian srployee, CAF=7 or above, may ba doaignated 
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as an agcountable supply and proporty officer for publio property under 
the jurisdiction of this Ajenoy. 


Ze Appointing Authority 
ne Imit Supply And Property OL fLeer 


Within the various operating unite in the Nashington area, 
the accountability of m Unit Supply and Property Offieor will normally 
be established at tho branch or division level; however, this is not 
mandatory. It shall be the prerovative of the Assistant Directors of 
the various Offices, and of the Chiefs of similar operating oohelons 
(branch, division, oto.) to prescribe the accountability level for 
unite under their juriadiction. Tho appointment of a Unit Supply and 
Property Offiovur will be made by the individual heving supervisory 
responsibility over the unit (office, branch, division) at which tho 
accountability level has been established. 


be Contral Supply And Property Ofticer 


A Central Supply and Property Officer, who is responsible 
for the receipt, storage, and issue of centralized supply stocks, will 
be appointed by the Chief of the Services Division. 


Oe Consolidated Supply And Property officor 


A Consolidated Supply and Property Officer for an independent 
installation will be designated by the Chief of the Station. This 
appointuent will be made with the vonourrence of the office in Mauhington 
having Jurisdiction ower the ostabdlishment. 


Se Confirmation of Appointments 
ae Preparation Of Appointment Orders 


Tho appointment of an accountable supply and property officer 
will be confirmed by the use of an office operating procedure, or 
through the media of a written memorandum, initiated by the unit (office, 
branch, or division) having tho appointing authority. The appointment 
order will indicate the name, grade (military or civilian), office 
iscation, adcount number, and supply jurisdiction of the designated 
mocountable supply and proporty officer. 


b. Distribution of Appointment orders 


The following distribution of appointment orders will be 
required: 


(1) 1 copy to the individual designated; 


(2) 1 copy to the Property Control Section, Services 
Divisions 


(3) 1 copy retained in tho files of the appointing authority. 


PANEINCNTIAL 
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Supplomontary distribution will be made at tho disoration of the 
appointing aushority. 


RANSFERS OF PROPENTY AGCOUNTABLLITY 


l. Transfer of Property On Stook Record Asouunts 


a. Routine Transactions 


Normally, the transfor of supplios and oquipment betweon 
accountable supply and property offioors of this Ayeney will be 
offeoted on a suitable transfer document, such as a Delivery Ticket, 
Form Noe 36-10, or Property Turn-In or Transfor Slip, Form lo. 36-24. 


b. Change Of Acoountablo Officers 


Thon a complete transfer of property oocoures, the officer 
being relieved of accountability and hie successor will sign the 
following oortificatos prepared in quadruplicate in liou of tranafer 

documunta s 


1 certify that the balances shown on the stook record 

account of » Aocount Number P 

fame of transforring officer tes 
Central Intelligense Group, as of the above date, last voucher 
Nunber dated 9, Are truo and correut 
to the best of my kmowlodge and belief, and that tho property has 
this date been turned over to 

ame of rocelving officer 

pursuant to 

rder directing, transfer 


(Signature of officer turnin; ovor 
property) 


I cortify that J havo this date received from 
~ (Wamey 

predeoossor, all property pertaining to the above designated stook 
record account for which my said predecensor is accountable, as 
shown by the last audit of the account, plus all propor charges 
against and less all] authorized credits to my predecessor's account 
to the time of transfer, last voucher Number dated 
19__» Sud that I have this date assumed ascoun untability for 
property pertaining to this ascount, 


(Signature of officer recelving property) 
CANE WNENTIAL 
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APPROV!.D2 


(Hamo ond title of appointing authority) 
Oo {nvantory Vrior To Assuming Accountability 


It shall Le the prerogative of tho nowly appointed accountable 
Supply and property offioer to take a completo physical inventory 
before assumin;, acoountability sor any publia property. This action 
should be somvloted prior to thea Gigniuy of thu Cartifloate of Transfer. 


de Dintribution of Certifionates of Tranafor 
LN TT OC CLI ACCA OD a SN ens retbnaniahstaaonareeeran 


ne oopy of the Cortifiorte of Yransfer will be retainad by 
tho individual who is bein. reldavad of the sdcountability. one copy 
will be Cllod with the proporty records of the acaount, and two copies, 
together with a copy of the orders Airscting the tranufer, will be 
forwarded to the Chief of Servicos, Viashington, Attention; Proporty 
Control Section. 


2. action Upon Death Ir Legal Incapacitation 
bean en ne 


®. Inventory of Property 


Jpon tho Jeath or lernl tneoapacitation of an individual 
who has been designated to be an accountable supply and proserty officer, 
the senior individual of the operating unit or independent installation 
will appoint a board of three persons to inventory the proporty te 
the extent deered necesvary to rscortain thn correctness of the atock 
reoord aecount. Diserroancies disclosed by the inventory will be 
immediately adjueted by the Anvestigatin, board. The transrer of 
acoountability to a designated indivicual wt11 be effected in necoerdance 
vith paragraph above. 


be Proparation And Distribution 9f£ Roport 
naar nenreeenenetmmnnetee en pa a ne 


A complete report on the ‘indings of the board Lavostigating 
the account, together with a list of belaness of property inventoried, 
and the Certificate of Transfer, will bo Srepnrod in triplicate and 
subaitted to the appointing authority for approval. Upon approval, 
one copy of each will be filed with the property reeords and tes copiss 
will be forwarded to the Chief of Services, Washington, Attention: 
Property Control Section. 


MMM eeoverry accourriya 
eee eee 


1. General 


a. All property omed by this Agency in use or in storage which 
has been acquired by purchase, transfor, or any other moans ust be 
asoounted for on tho appropriate stook record account of an accountable 
supply and property officer, unlasa otherwise provided for in these 
regulations. 
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be An @ocountable aupply and property offioor, upon discovery 
of unaacounted for property, will account for said proporty on his 
atuok record account. All other individuals, upon discovering unaccounted 
for public property, will bea rea, msible for reporting same to the 
appropriate agoowitable supply ond sroperty officer eoncernod, in 
Order (oat necessary action nay bo taken. 


Oo. Thore will be threo types of acaountabdle supply and property 
officors in this Avenoys namely, Unit, Central, and Consolidated. 
Fach type will be discussed in tha enouins paragrapha. 


@e Unit Supply and Property officer 


t. Dutios 
The duties of a Unit Supply and Property officer will bey: 


(1) maintaining a etook record account and an "Acoounts 
Goutrol™ rooord, by item, on ‘ora No. 36-14, on all non-expondable 
Proporty isaued to using units under his supply jurisdiction; 


(2) roviewing, approvin,, and procosaing all mquisitions 
and transfer actions for non-expendablo supplien and eauipient initiated 
ty responsible offeors under his control; 


($) reviewing and orocessin; all Curvey xXeporta which 
affoot hin stoek record account. 


be Accountability a: Respons: bility 


The acooumtability :or non-oxpendable »roperty jn use, or in 
the possession of individuala within a given operatin,, unit (offica, 
branch, division), in the Washington area will rest with a desisnatod 
Unit Supply and Property Officer. Normally, the Unit Supply and Property 
Officor will not have oustody of the property for wish he is aocountablo, 
and, therefore, the responsibility rests with the using individual or 
unit. Utilizing Form No. $6-18, Accounts Control Registor, the tmit 
Supply and Property Offleer will ostablish and maintain sub-cccounts 
and sub-account numbers for the using units under his supply jurisdiction. 
An individual within each using unit will he designated as the resnonsible 
officar and will asoune thn responsibility for the requisition, receipt, 
and safekeeping of pro:erty charged to the sub-necoumt. This 
responsibility may be redolegated to individuals having custody or use of 
the property. 


3. Central Supply and Troperty Officer 
neg nner eaten ERE eeeeenntenanet nee aanT EREDAR SUERTE ete 
a. Duties 


A Central Supply and Property officer will bo charged with 
the receipt, inspection, storage, and iasuance of all supplies stocked 


CONFIDENTIAL 
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be Acoountability and Nouponnlbili ty 


Al] oxpendable and uon-oxpendablo supplies and equipment 
stored at a central supply point will bo nocounted for un stock rooord 
cards anintainod by a Central Supply and }roperty officer. form Ho. 
36-06, Property Inventory Record, will bo used for this purpose. 
Acoountabtlity and responaibility for supply atocke will rest with 
the Central Supply and Property officer until such time av they aro 
desund to using units on valid crodit vouchers ur othurwise diuposad 
ore 


4. Consolidated Supply And Property officer 


A. Dutloos 


\ Consolidated Supply and ; roperty Orficer will be oharyed 
wit! the reguisitioning, reculpt, duspootion, storage, and iasuance 
Of ail oupplios at an independent installation. 


b. Accountability and Reaponslbility 


All non-uxpondable supplies and equipment on hand and/or in 
uae at nn indopuudont installation will be acouunted ror by a deaimated 
Comnoliiinted Supply aud Spoporty orfiser. 


The Oteck Control Card, Ports No. J6-14, maintained by a 
Consolidated Supply and Yroperty Offkoer will cefleot, by ituu, the 
quantity of non-expendable property on hand or in use at tho installa- 
tion. 


O5X1A | § STOCK RECORD) ACCOM 


1. ‘eneral 


a. Although there ure some duviations iu the pruoedures used 
uy Unit, Centrai, and Consolidated Supply and Property O;xfioers, the 
basio prinoiples involved in maintaining their steok record socounts 
are the sano. In all cases, the purpose of a stook record acoount 
ie to record recoipts, issues, mid transtors of supplies and oquipnmont 
in auch # parnor thet the quantities um hand und/or Lasued to using 
units can roadily be detemined. The value of a stook reoord account 
is derendent upon the nacouracy end ourrontnoss of the postiugs made. 


b. In order to maintain aduquate control of stock record accounts 
established in this Ayency, an account number will be assigned by the 
Property Control Seution, Services Division, to exch account. 

2. Voucher Register | 
a. Recording By Voucher Kumber 


An accountable supply and property officer will utilize form 


CR Pare Te PIS 7 Be 8 oo a 
tesa ate he a eas. 
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Noe 36-15, to astabligh and maintain a Vouoher Pesister ior his stook 
record agdoount. Ench instrument to be posted to the stook record account 
will be recorded in the Voucher Yeginter, and tho voucher numbor will 

be indicated thereon. 


be. Method of Humber ing Vouchers 


Voushors to a stook record account will be numbered in e 
singlo series oommonoing with Mo. 1 at the beginning of each Ciscal 
yoar, and will be maintained in numerical order. Each voucher number 
wi11 be prefixed with the letter "D" for debit voucher, "C" for 
cradit voucher, and "I" Cor adjuatmont vousher (Reports of Inventory 
Adjustmont and Survey Loports). Debit voucher numbers should not be 
nesigned to any dooument until the property as been roceived. Credit 
and adjustment voucher numbers shovld bo sasicned to transfer and 
odjustmont documenta at the time of preparation. 


A soparate sequonce of numbers will not bu established or 
usod for debit, oredit, or adjustment vouchers, 


Se Voucher Files 


ne An accountable supply and property officer will vsetablish 
and maintain a permanent file of signed vouchers used to evidence 
transactions on his stock record account. All doctmante posted to 
the stock record account will be filed by voucher number. Vouchers will 
not be considered a valid posting medina until they have been proverly 
signed. 


b. In order to reduce the bulkiness of tho ¢iles, it is sugested 
that no more thar firty (80) vouchers be placed in one folder. 


ee Voucher files which havo been audited and cloared may be de- 


stroyed after retention for a period of two years subsequent to the 
dato of audit. 


4. Aooounts Control Register 


ae A Unit or Consolidated Supply and Property Offieor will 
utilize Form Ho. 36-13 to reserd pertinert Information relative to the 
sub-anocounts of responsible officers under his supply jurisdiction. 


b. The following date will ve shown on Form Ho. 36-18 for 
each sub-account: 


(1) Account Number 


(2) Section (over which the responsible officer has supply 
jurisdiction) 


(5) Room numbers (of #11 rooms over which the responsible 
officer has supply jurisdiction) 


(4) Name of responsible individual 


CONFFRER 
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(6) Grade of responsibje individual 
5. Responsible Officer's Jnokot Filos 


ae Unit Supply and Property Offieara may onstablish nnd naintain 
individual jacket filom for all responsible officors under their supply 
jurisidoation. Enoh individual jacket file will serve as an informal 
reooni of debite and credits to a responsible offloer's account and 
will further substantiate the poatings made to the Aocounts Control 
Section of Form No. 30-14. 


b. A dooument placod in an individual jacket file should be 
crosn-reLerenced vith the corresponding siyned Lnatrumont in the voucher 
file. 


6G. Stook Reoord Cards 


a. Unit and Consolidated cupply and Property officers will maintain 
Stock Control Cards, Porm Noe 36-14, on nll property for which thoy ara 
accountable. Central Supply and Proporty Officeors aro authorised to uae 
Form No. 36-25, Property Inventory Record, in lieu of the Stock Control 
Card. Forms Nos. 36-14 and 56-25 aro commonly referred to as stook 
record cards. 


b. Separate stock record curds will be ostablished for oach item, 
of non-expendable supply on hand or in use. A complete description of 
the item, inoluding size, model, otc., will be shown on the face of each 
stock record card. Standard nomenclature, unit, and stock number as 
listed in CIG Stook Cataloguos and in supplemental stock lista will be 
used insofar as it 1s possible. 


6. Uait ard Consolidated Supply and Property Officers will utilize 
the face of Form No. 36<14 to record receipts and transfers of non~ 
oxpondable property for which they are accountable. This will be 
accomplished by posting individual debit, credit, ond adjustuont vouchers 
to the stock record cards. The balance figure on the face of Form No. 
36-14 ghould at all times reflect the accountability of the accountable 
officer. 


d. The reverse side of Form No. 36-14, Accounts Control section, 
will be used by a Unit Supply and Property Officer for maintaining a 
running balance of each item of supply issued to individual responsible 
officers in the sub-accounts. The outer left-hand colum of the Accounts 
Control section will be used to indicate the voucher number of the 
transaction boing posted. The outer right-hand columm will be used for 
posting tho total quantity of the item issued to alleub-acouunts, and 
this figure should equal the “balance” colum on the face of the Forn 
No. 36-14, 
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e. Yhe supply notivity of an indopendent installation does not 
warrant the establishing and maintaining of tho jsoounts Control Seation 
of Fors No. 3614 ag outlined in paragraph Pe Therefore, 
the maintenanoe of a stock record account by a Consolidated Supply nnd 
Property Officer will bo Linited to tho face of Yorn Ho. SGa14, 


f. Yostings to all ntock record oarda will bo currently and 
nocurately made within 24 hours after x recelpt or transfer action has 
been conploted. 


7 7%. Posting to a Wit Supply ond Property OfLicor' ns gtook Reooord 
Asooun 


Re Use of Porm Ho. 36-14 


The stock record account of a nit Supply and Proporty officer 
will be maintained, by item, on a Stock Control Card, Form No. 36-14. 


b. Processin;, Copies of Vouchers 


¥xeept as noted in paraj;raph below, all trnnisactious 
posted to the Steck Control card, Fora No. 36-44, wlll rofloct a change 
in the hit Supply and Property officer's total acoountability. This 
will, in turn, effeot individual responsibility in ono or more sub- 
accounts. Tn view of the above, 1% will be necessary for a tit Supply 
and Proporty orflear to procas2 tvo voples of each voucher reprosenting 
a single transaction. One copy will he vouachered, posted to the face of 
the Form lloe 36-14 to reflect the inorease or decrease in accountability, 
and placed {n the vouchor file. ‘Tho other copy of the voucher will be 
posted to the Accounts Control section of the Form Noe 56-14 to indicate 
en increase or decrease of responsibility in the sub~-acscount concerned. 
This copy will then bo plinced in tne responsible officer's jacket file. 


e. Balancing of Accounts 


The balance as shot on the face of the Porm Noe 36-14 should 


- equal the total balances of tho subencoounts shawn Jn the Accounts 


Control Section of the Stock Control Card. 
. Grtansfer between Sub-sAccounte 


A transfer of property between the sub=-accointa of « tmit 
Supply and Property officer will not be reflected on the fuce of the 
Form No. 36-14, inagmuch as no change in total accountability has 
acourrod. such a transaction will be posted to tha appropriate sub- 
accounts in the Accounts Control Section of Form No. 5814 and copies 
of tho transfer dcoouncnts will bo placed in tho jacket files of the 
reaponsible officers concemod. 
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B. Poating, 4 a Contra 
Acoount 


ay Ya 


ag dd und property Officer's spook Kooord 


Oe. Uae of Form Hoe 36-2 ob 


The stock revord account of a Central Supply and ; roperty 
OLfivor will be maintained, by Ltea, on w Property Inventory Kocord, 
Porm Hoe 56-26, 


bd. Provessing of Avoountabd li ty Document. s 


LE A YO te enn 


All instruments representing trangactions wiioh reufluct a 
chango in the nocountability of « Contral Supply and }'roperty orfiour 
will be vouchored, posted to the appropriate atock record cards, Form 
Hoe 36-26, and plncod in the voucher file. 


9. Posting to a Consolidated Supply and Property Offioertsa stock 
Record Account 


a. Use of Form No. SG6m14 
The stock record nocount of a Consolidated Supply and Proporty 
Officer will bo maintained, by item, on Form No. 86~14, stock Record Card. 


b. Purpose 
The primary purpose of a stock reoord acoount at am independent 
installation ia to record reoceiptn and transfers of non-expendable 
supplies and equipment in such a manner that the quantitios on hand and 
in use are acourately reflected at all times. No sogregation will be 
made in the acoounting for non-expendablu property in stock or in use 
at independent installations. 


c. Postings 
AK Consolidated supply and Property Officer will accoumt for 
all receipts and transfers or non-expendable property by posting 
individual debit and credit vouchers substantiating said transactions 
on the face of Form No. 36-14. Adjustment vouchers will be posted in 
accordance with ourrent instructions. 
10. Corrections of Frroneoun Envrios on Stock Heoord Cards 
a. Restrictions 
Accountable supply and property officers will not make 


erasures or alterations of entries on stock record oards. Corrvotions 
will be effected as prescribed in the ensuing paragraphs. 
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b. Correction Before Additional Postings 


when an error is disooverod in a poatiny, and if subsequent 
postings have not been made, tho incorrect ontry willbo ruled out with a 
narrow, but nut obliterating line, and the correct posting will be made 
on tho uext line. 


OG. Correction After Additionni )oatings 


When an orror in posting is dinoovered, ond if additional 
postings have beon made prior to discovery of thy error, tho correction 
will be offacted as follows: 


(1) If an incorreot fiyure hns been posted in either the 
“Rocelved" or "Issued" ("Retumed" on Pom Now 36-14) colum, the 
correo entry will bo made on the first availablo line, using the 
originalYvoucher number and date, together with tho notation "Corr." 
The not figure (debit or oredit) necessary to make the correction and 
the now balance will bo posted. 


(2) If a correct figure han boen entered in the "Received" 
or “Issued” column, but an arithmetical orror hag been mado in computing 
the balance, the correction will be made on the first available line, 
using the original voucher number nnd date, with the notation "Corr. 
Bal. Cmly.” No ontry will be made in the "Reo-ived" or "Taaued" colina. 


d, Posting on “yong Stock Card 


When an entry has boen posted in error to the wrong stock 
card, the adjustmont will be effected an follows; 


(1) If tho error is discovered while the antry is being nade, 
the posting will be CLsoontinued, ruled out, and initialed. without 
further notation on the entry will be posted to the proper stock card. 


(2) Providing no subsequent ontries have been made, the 
procedure desoribed in (1) above wil) be followod when the orror is 
discovered at a later dato. 


(3) If subsequent entries have been nade, the improperly 
posted stock record card will be adjusted by a cancellation entry. 
The date end voucher number of the original incorrect entry will be 
posted together with a notation such as "Cancel Post. 12-17" (12-17 
being the date of the original posting). The amowmt of increase or 
decreass (the exact reversc of the original entry), and the corroot 
“Balance” will then be posted. Using the original date and voucher 
number, the correct posting will then de made to the proper stock 
record oard. 
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ig SURPLUS PROPERTY 


l. General 


& Tho term "Surplus Property" as used in this parnyraph 
roforg to supplies and oquipnent which have beaome excess ty the neods 
of the Central Intelligence Group, and which have been or will be 
declared na suc! to te proper diapoanl apenoy. 


be The final dotormlnation of surplus supplies and oquipmoent 
will rest with the Chief of the supply Sootion, Services Division, 
or hin desiimnted rep rosentative. 


2. Surplus Property Records, Washington Area 
been cere cmennemariantaineatetiearniammeathamemenemmeaetremenen entntaneen teria aan i 


n. Transfers to Surplus Proparty Officer 


Property which has been detemined as being surplus to the 
noods vf this Agency will be transforred to the surplus Property Orfioer, 
Supply Seotion, services Divinion. guch transfers will normally be 
initiated by a Central supply and Proporty Officer and will be made 
in accordangs with ourront transfer procedure. 


b. Records 


Tho Surplus Property Officer will maintain necessary records 
to insure that all property in jis custody is adequately acoounted for, 
and that records of receipts, minus records of disposals, equal the 
stock on hand at all times. 


3. Surplus property Officer, Washiuzton Area 
LE: LEE CC CAI TEODORO LENA TAN ANS at CaN NETS slat —teerinacvemp ieee 
a. Responsibilities 
aa cee ee eee 
In addition to the maintenance of suitable control rocords, 


the Surplus Property Officer is rasponsible for the receipt, inspection, 
cinssification, declaration, and disposal of all excess supplies and 


equipment. 
be Action Upon Receipt of Surplus Property 
beatae mrt en ee 
Upon receipt of surplus proporty, the Surplus Property 
Officer will take immediate action, in accordance with current directives, 


to effeot proupt transfer of said supplies and oquipment to tha proper 
disposal agenoy. 
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4. Surplus Vroporty at Indopendent Inatnllationa 


Qe Submission of Report to Yashington 
bennett nea ae 


The Congolidated Supply and Property officer of an independent 
installation will report all oxouss supplies and equipment to tie Chlef, 
services Divinlon, Yaahington, for disposition instructions. “nh 10 
aano will dispositions be effected without proper nuthorization. 


b. Action Upon Receipt of Disposition Instructions 


Upon recelpt of disposition instructions, the Consolidated 
Supply and Property officer will trie Limediaty action to effect 
disposal and will report esae to the Dreperty Control Geetion on the 
“fonthly Consolidated Property Report,” Fora No. 36-22. 


BB restauio wp vmassiousy Provence 
1. Genoral 


a. The term "Installed Property" as used in this paragraph 
refers to moveable thinva such os equipment, apparatus, appliances, 
fixtures, ond machinery which have been fixed in pince in, or attached 
to, a building, but whioh may be removed without destroyiny their 
idefitity or utility. 


b. The term “"Unassignad Property" refors to non-axpendnble 
oquipment in uso, the lovation of whtoh precludes the designation of 
fixed responsibility. 

Ce Installed and unassigned property in ourrent service in the 
Tashington area will bo accounted for by the Cidef, Real Estate and 
Utilition Unit, supply Section, Services Division. 

2. Property Records, Washinyton Area 
bata ata tn eremenieneteneen ne amare an 
a. Stock Reserd Account 
The Cnief, Renal Retate and Utilities Unit, will maintain a 
stock record account, by item , of all installed and unassigned property 


on the Stock Control Card, Form No. 36-14. Tho following, infomation 
will appear on the Stock Control Crrd for each item: 


CONFIDENTIA! 
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(1) standard nonenclature 
(2) model nwaber 

(3%) sise or onpnoity 

(4) nary of manuzaccurer 
(G) imi cost 


be Une of “ors No. o6~1¢ 
Pale Se i he Sere 
TAQ face vs ww uaa bier SG=14 will bo used te rocord thie 
transuotiona which rafleat an dueranue or dacrense in tho total 
nocountability of the avcoumrtable offloar. yha reverco sido, ,ecounts 
Control Section, will indieate tie disposition of inutalled and un= 
nesicned proparty by buildiuaya. 


3. Responsibility Jor inetaliod wid Unassiymed Property 
Under nordai clircuastauces, installed mid unasuisnad propurty 
will not ba issuod to a responsibly officer on x sitmed receipt. The 
rusponalbility for tue custudy and Baolekeeping of said property will 
rast with the individual having supervisory responsibility over >a 
installation iu or to which the equipmaent Le lustalled, attached, or 
located. 


SOAP BM arc on porsoven eroxurry 


1. General 


&@ Supplies and equipment which are rented or held on u loan 
basia from a comercial firm or other Goverment agency wil) bo’ obtained 
through the Supply gection, services Division. such property will not 
bo reflected on the stock record account of an accountable supply and 
proporty officer, uor will acoountability be established. 


db. The absence of accountability does not preclude the asaunption 
of direot and/or supervisory reaponsibility for rented or horruoved 


property. 


2. Rosponsibility 
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a. Responsibility for the custody, Garo, and safekvoping of 
rentod or borrowed proporty will rust with the individual or using 
unit having possession. Nocessary reoords will be maintained by the 
responsible individual ns prosoribod by the Chief, Supply Seotion, 
Services Divigeion. 


be The losu, danage, destruction, or theft of routed or 
borrowad property will bo aocomnted for by the rosponsible individual 
in accordance with the regulations governing tho lose of property 
owned by this Agoney,. 


si PROPERTY ISSURD OW TEMPORARY LOAN OR BEINQ RSPAIRFED 
LL SECIS TY en De netaPratenPaneirssaesndpnen enna cantata 


i. Temporary Loans 


a. In the event that acoountablo or rosponsible supply and 
property officers issue property to an individual or using unit on a 
temporary loan basis, a signed hand receipt will be obtained. This 
reooipt will be maintained in a suspense file until said property ia 
returned, 


be. Tomporary loan issues should be linited to intra-a;senoy 
transactions and such action will not be condoned as a routine practice. 


©. Loans to other Goverment agencies must be coordinated through 
the Property Control Seotion, Services Division. 


Ze Property Being Ropaired 


Me Typewriters, offiss machines, and other equipment which aro 
returned to the Supply Seation, Sorvices Division, for repair will 
normally rowain on the asoountable records of n Unit Supply and “roperty 
officer r) 


be The accountable or responsible supply and property officer 
initiating the request for repair will obtain an itemizod signed receipt 
Yor the itoms turned in. This receipt will be retained in « suspense 
file until the property is repaired and returned. 


71L ACCOUNTING FOR GASOLINN, OIL. AND LUBRICANTS 


i. General 


a. The accountability for all motor vehicle fucls and lubricants 
used by this Ageney, within tho Washington area, is the responsibility 
of the Transportation Officer, Services Division. The ensuing paragraphs 
outline the policies and procedures for the receipt, issuing, and 
accounting for gasoline, o11, and lubricants. 


b. Independent installations located outside of tho Washington 
aroa muy establish procedures whieh are in eaocord with local circumstances, 
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2e Stook Leoord Account 
eA A PELE LEER SONNE RAT 


Me Gasoline, oil, end lubries:.ts will be oarrded as individual 
itoms on the stook resord agouunt maintained by the Transportation 
Officer, All moeipts will be voucnered and posted us individual debita, 
and a consolidated “Monthly Abstract of Issues" will be postod as a 
credit to tho satook resord acovunt. one oopy of elldbit and oradit 
vouohersa will be forwarded to tho Property Control Section. 


be Disorepancios which may arise between the rocurded balance and 
the actual balance on hand as discloned by & monthly invontory will be 
adjusted in acocofdance with current rogulations. 


Se Isauns 


Me Daily individual issues of gesoline, oils, and lubricants will 
bo made on a signed QMO Form Ho. 437, Delivery Order and Receipt, or 
on @ similar form prepared in triplicate. Information suoh as the 
quantity issued, serial number of the vohiolo, date, eto., will bo 
inoluded on each issue roselipte 


be At the close of wach day, a recapitulation of the total issuos 
made will be onterod on WD AGO Form No. 10-117 Monthly Abstract of 
Issues, maintained in duplicate. one copy of “exch supporting delivery 
receipt, QUC Form No. 437, will be filed by the ebeountable officer to 
substautiate this ontry, and ono copy of the QMC Form& Ho. 437 will be 
forwarded to the Proporty Control Seetion. 


4. Monthly Abstract of Issucs 


te As of the last day of cach month, the Nonthly Abstract of Issuee, 
iD AGO Form No. 10-117, will be completed. The original WD AGO Form No. 
10-117 will be vouchered, posted as a credit to the stock record socount 
of the accountable officer, and the other copy will be forwarded to 
tho Property Control Section. 


MM Proreery worn ou2 THROUGH FAIR WEAR AND TRAR 
Sanaa tineenenenneeen anata nes ta 
1. General 
a. Definition 


Supplies and equipment whish have become worn out or otherwise 
renderad unserviaceble and/or obsolete in use or in storage without 
apparent fault or neglect of any individual or individuals will be 
oonsidered as being worn out through fair wear and toar in the service 
of the Government. 


b. Disposition 
Survey Reports will not be initiated on property determined 


as bein; worn out through fair wear and tear. Disposition of property 
will be accomplished in accordance with the instructions contained in 


“SN 


io - ae % : : : : i : ate 
CAG TMD sabe bi 
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the enouing paragraphs. 


2. rotion By The Umit Supp ly And Property offloer 


@ Preparation of Form No. 6-24 


A Unit Supply and Property Officer will inetruct responsible 
officers under hia aupply jurisdiction to return all provarty whioh 
hes become unservicerble through fair woar and tear to the apvropriate 
Contral Supply end “roperty Officer. The trensfer wil] be made on a 
Property Turn-In or Transfer Slip, Form “o. 86-24, crepared in 
soxtuplioate by thn responsible offieor. 


be Provossing Torm Hoe 36-24 


Upon completion of the turn-in, tho Unit Supply and Property 
Officer will post one roceipted copy of Form No. 36-24 ne a oredit 
voucher to his stook record sccount. vne copy will alsuv ve posted to 
the Accounts Control section of the Stock Control Card, and subsequently 
placed in the jacket fLlle of tho responsible officer concerned. 


5. Action By The Contral Supply And Property Officer 


Oe Approval 


The Central Supply and Property vffieer will be responsible 
for determining that property being returned to stoek by a using unit 
4s unserviceable and has been worn out through fair woar and tear. 
Such turneine will be aceounted for by the Central Supply and Propert 
officer until disposition is made in nccordance with paracraph 
below, 


be Disapproval In Whole Or In Part 


In the event that all or part of the property has not been 
worn out through fair wear and tear, and the unserviconbility appears 
to be the result of neglect, the questionable itezs will not be 
returned to the Central Supply and Property Officer. The responsible 
individual will be notified by the Central Supply ard Property officer 
te initiate a Survey Report in eccordance with paragraph Gas 
copy of the notification will be forwarded to the Property Control 
Sestion for informational purposes. Ultimate disposition of the 
property will be made in eccordence with instruetiona issued by the 
Property Survey Board after the Survey Report has heen duly processed, 


Ce Disposition of Unserviceable Items 


All unserviceable items worn out through fair wear and tear 
which appear on the stock record account of a Central Supply and Property 
Officer will be disposed of in the following manner: 


(1) Items which are cconomically repairable and which are 


not surplus to the noeds of this Agency will be repaired and returned 
to stock. 
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(2) Unservicaablo property that is surplus to the noods 
of thins Agenoy, or whioh ‘8 boyond the state of ooonomioal repair, will 
be transferred to the Surplua Property Offloer in noscordanee with 
ourrent transfer procedure, 


4. Aotion By Tho Surplus “roperty Ofricor 


Qe The Surplus Property Officer will be responsible for the 
ultimate disposition of nll unserviceablo property whioh is not 
eoonomianlly repairable and/or ia uxcess to the noeds of this Aguusy. 
Insofar se it ie possible dispositions will be made to established 
Covornment disposal acencios. 


b. Unservioonble property whieh cannot be disposed of through 
normal channels will be destroyed. (Prior to destruotion suoh items 
will be reported to tho CIG Property Survey Donrd on a Heport of 
Inventory Adjustmont, corm Yo. 36-16, propnred iu triplicate, by the 
burplus Supply and Property Offleer. A request for authority te 
destroy guch items should he inoluded in a cover lettcr dirocted ta 
the Property Survey Noard. 


co. Two copies of the novort of Inventory Adjustnont, together 
with the request for authority to destroy the items listed thereon, 
will be forwarded to the Propsrty Survey 3o0erd, through the Property 
Control Section. one copy of the Form So. 36-16 will be rotained by 
the Surplus "roperty officer oa a suspense credit voucher to hte stock 
record sosount. The Property Survey Board will roturn one approved 
copy of the Porm No. 56-16 with euthorized disposition instructions to 
the Surplus Property %fficor. The approved copy of the Form No. 36~16 
Will be peated es a valid credit voucher to the Surplus Property 
Officer's account after disposal has boon effected, 20 approved copy 
Will bo forwarded to the Property Coutrol Seotion ror adjustment of 
coutrol records. 


5. Action At Indep sndont Installations 
ae Turn-In of Property 


-roperty in the possession of individuals which hes been 
rendered unserviceable and/or obaolete through fair wear and tesr will 
be returnsd to the Consolidated Supply and Property Officer for aredit. 
Such items will be acoounted for on the stock record account until 
proper disposition has boen effucted. 


db. Preparation of Form No. 36-16 


All unserviceable property appearing on the stuck reoord 
aecount of a Consolidated Supply and Property officer will be listed on 
a Report of Inventory Adjustment, Form Ho. 36-16, prepared in triplicate. 
The following certificate will e ineluded on tho face of the Form No. 
36-16 e 
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1 oertify that tho itoms liated hereon have been worn out 
through fair wear and tear in the servieo of the Government without 
fault or negleot on the part of any individual or individuals, and 
thet said items are not economically repairable, 


Kocountablo Supply and Property officer 
oe Distribution of Form No. 36-16 


The original and one copy of Form lio. 36-16 will be forwarded 
to the Chief o1 Station for approval. Thue third copy will bo posted as 
4 Suspense oredit voucher tu tho stosk record aevount by the Consolidated 
Supply and Property )ffieor. After approval has beon offeoted, tho 
original ieport of Inventory Adjustment will be returned to the 
Consolidated Supply and Property officer ror posting as a valid oredit 
vouoher. The other copy will be retained in the administrative :iles 
25X41 of the installation. 

BM ost, paacep, ok sroLen PaOvERTY -- SURVEYS 


l. Genoral 


a. Individual Rosponsibi lity 


The polioy of this Agenoy contemplates that some individual 
will be responsible ot all times ‘or the oare and safekeeping of 
Government property. In the avent property is lost, damaged, or destroyed 
by causes other than fair wear and tear in the servioe of the Government, 
the responsible individual will prepare o Survey Report, Form No. 34-18, 
in aceordance with the procedura outlined bolow. 


be Initiation of Survey Keports 


Survey Noports must be initiated by the rosponsible individual 
within thirty days aftor the loss, dama,o, deatruction, or theft 
has been discovered. Should ciroumstances prevent the initiation of 
a Survoy doport in the required timo, an explanation for the delay 
Will be attached to and made a part of the Survey Keport. 


2 Preparation And Distribution of Survey Reports 
ae By Responsible Individuals 


Individuals who are responsible for property which has 
been lost, damaged, or stolen will initiate a Survey Report, Form 
Noe 56-18, in septuplicate. All factual date surrounding the loss, 
damave, destructiom, or theft should be included in the "“eiroumstancee" 
section of Form No. 56-18, This should be a someise statement inoluding 
dates, loeation, and names of individuals involved, and will be 
sworn to before a notary publie or a summary court officer. Additional 
substantiatin; evidence may be presented in the form of notarized 


GON iN TAL 


Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 


Approved For nolo ADSI DIG ' APoPs -00728R000100010001-2 
nD OLNEY 


25X1A CLG MANVAL OF ADMINISTRATIV WET IONS el 


affidavits which should be attached to tho Survey Report. Ono copy of 
the Survey fport will bo retained by the responsible individual. The 
original and five copies will bo formurnied to the supply and property 
officer acoountable for the property, who wil), assign a voucher nunber 
to all copies and post one copy as a suspense vouoher to his stock 
record account. nit Supply and I roperty OffLoers wlll use the other 
copy to make approprinte deductions from the Acoounts Control seotion, 
Form Noe 34-14, and will bo filed in the responsible individual'” 
jackot file. Tho accountable supply and property officer will sign 
the romaining copies of Form Ho. 86-18 and distribute samo in the 
following manner; 


25X1A (1) Im tho ‘fsashington urea, Survey Reports will bo forwarded 
to the CIG Property Survey Board, through the Property Control Seotion, 
for investigation and action. 


(2) At independent installations, the Survey Report will be 
forwarded to the Chie? of Station for netion in accordance with paragraph 
below. 


b. By Accountable officer on Property In Storage 


When an scouuntable supply and property officer initiates 
a Survey Report for tho loss, domayo, destruction, or theft of property 
in storage, an original and fuur copies of Form Ho. $618 will be pre- 
pared. All factual data in the form of « concise statement containing 
dates, location, and names of individuals concernod will be included 
in tho "olroumstances" section of form Ho. 36-18. All copies will be 
vouchorad, one copy will be posted to the stock record account, and 
filed as a suspense credit voucher pending receipt of tho approved 
or disapproved survey Report. The original and three copies of the 
Form No. 56-18 will thon be forwarded to the CIG vroperty Survey Board, 
through the froperty Control seotion, or to the Chief of Station in the 
event the Survey Report is initiated at on independent installation. 


o. By Accountable Officer as Reaponsible Individual 
a lc ia peg et se 


Im the event a Unit supply and froperty Offioer has delegated 
himsolf as a reaponsible individual for a sub-account to his stock 
record account, and is responsible for the loss, damage, or destruction 
of property charged to that sub-account, the procedures os outlined in 
paragraph ET above will be followed. 


3. Action by Chief of station 


a Survey Reports which are initiated at independent installa~ 
tions will be forwarded to the Chief of station for action prior to 
being routed to Washington. The Chief of Station will appoint a dis- 
interested investigating officer (civilian or military) to exmzine 
available evidence regarding tho loss, damage, or destruction and his 
findings will be noted on the reverse side of the Survey Report. 


25X1A 


be Upon completion of the investigation, all copies of the 


CONFIDENTIAL 
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Survoy Report will be forwarded to the CLG Property Survoy Board, 
through the Property Control Seation, Services Division, Washington. 


4. Aation By The CIG Property Survey Board 


®. All Survey Keports initiated within this Agenoy will be 

forwarded to the CIG Property Survey Board, through the Property 

25X41A Control Seotion, for investigation and action in accordance with 
parugrap. 


be Upon complotion «i /innl action, the Pruperty Survey Soard 
will rotain the original capy of form Ho. 36-16 nnd return the 
romaining copier to the Property Control Section for distribution. 


6 Aotion By The Property Control Seotion 


The Property Control Seotion will distribute all Survey Reports 
in the following mannor: 


fie Approved Survey Reports 
(1) 1 copy -- Responsible initiating individual 
(2) 1 copy ~— Aooountable supply and property officer 
(3) 1 copy -- Proporty Control Seotion 
de Digapprovi.d Survey Reports 
(1) 1 copy -- Besponsihic initiatin. individual 
(2) 1 aopy <= Ageount.ble supply and property officer 
(8) 1 copy += Property Control Section 
(4) 1 copy «- Chief, Finance Division (certified true copy) 


6. Aotion By The Finance Division 


25X1A Upon reosipt of a disapproved Survey Report, the Chief, 
Finance Division, will effeot collection of all monies in accordance 
with paragraph 
25X1A 
BC Ic PROCERTY SURVEY BOARD 


1. Generai 


The Direotor of Central Intelliyence has delegated to the C10 
Property Survey Board the authority to take fimal action om all Survey 
Reporte; authorize ultimate disposition and/or destruetion of all 
unserviceable and obsolete property inthe custody of this Agensy; and 
25X1A to approve or disapprove all Reports of Inventory Adjustuent, Form No. 
36-16, in accordance with the procedure outlined in paracraph i 


CONFIDENTIAL 
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2» Aotion On Survey lhoports 


Re The CIG Property Survey Foard will review all Survoy Reports 
and supplanental data, includinys tho findings and recommendations of 
the investigating offleor, prrtalning, to the losa, damage, deatruction, 
ar theft of public property. 


b. Based on the information and factufal data provented, tho Board 
will render :inal decision with respect to the peouniary liability of, 
or relief fromresponsibility of, the individual or individuals concerned. 


Ge After decision has been rendered, the Property Survey Board 
will retain the original copy of the Survey Report and forward tho 
romaininy copies to the Proverty Control Seotion Cor distribution in 
acoordanvs with paragravh above. 


5. Action On Unserviocoable Or Obaolute Property 


ne Tho Property Survey Board will mview oll roquosts initiated 
on Form fo. S616, Report of Inventory Adjustment, by the Surplus 
Property Offileer for the dispasition of property worn out through fair 
wear aud tear or otherwise rendered unservionble and/or obsolete in the 
service of the Governnant. 


be The Property Survey foard may relieve all aconceraed of 
responsibility and/or accountability and authorize disposition of 
property rendered unserviceable through fair woar and toar. 


Ce In the evont “he proparty way rendered unserviceable through 
the fault or megleot of an individual or individuals, the Property Survey 
Board will disapprove the Nanort of Invaitory Adjuateeat and direct thet 
a Survay Report be initiated. 


4. Policy With Kespect To Pacuniary Liability 


@. The Property Survey Board will detormino, from conolusive 
ovidence, before inposing a peouniary charge a-nainst an individusl tuat: 


(1) the property for whish he was responsible was lost, damaged, 
destroyed, or stolen through the appereant fault or neglect of the 
responsible individual or; 


(2) there was an intent to defraud the United States Government. 


be All peouniary chargec raised against an individual as ae result 
of a Survey Report will preelude any loss to the Government, and such 
sharges will ordinarily be in the amourt which represents the actuel 
loss. Consideration will be civen to the original cost price, the 
current market price, and depreciation based on the life expectansy 
and normal usefulness of the article. [EE articlos whioh 
are useful throughout their entire life sre not subject to allowances 
for depreciation. Where the property is damaged and can be repaired, 
the cost of repair is a proper charge against an individual, provided 
said cost does not exceed tha value of the article, 
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5e Night of Appeal 


&» Individuals against whom a peounlary charge haa been raised 
MAY append the decision of the Progerty Survey Hoard to the [!Lreotor 
of Contral Intelligence, This apyenl must bo mado, in writing, within 
SO days after rooelpt of notification of tha peouniary charge, unless 
otnerwiss apeoified, Tho orlyinal und oue copy of the appeal should 
“oe gubmitted to the Direotor of Sontral Intolligence, through the C1Q@ 
“roperty Survey foard. 


be In the avont an appeal is sot forthcoming within the spocified 
tina, one copy of the Survoy Report, with all uupplomental data, will 
be forwarded to tha Chief, Finanee Division, for collection. 


OS. Payment Of Poeunlury Charges 


We Payment of pwountary oharges will be ude by check, or Us. Se 
“ontal Money Order, payable to "The Tronsurer of the United States." 
The oleck or money order, and n copy of the notificution of peouniary 
chargys, will be forwarded to the Property Survey Hoard. 


be Army enlisted personne] may sign 4 statement of oharges in 
accordance with paragraph G-b, AK 35-6640, detud 16 April 1945, or 
submit paywont in the manner outlined above. 


Te Colloation hy “{naneo wivision 


The Chiof, Finanoe Diviaion, upon receipt of a disapproved 
25X1A Survey Peport willtmke immediate setion ta collect monies due the 
Government. In the event that such aotion is ineffective, celleotion 
may So made through a pay stoppage or a deduction on final settlement, 
Seva (See Administrative Instrustion par. ) 


MM oss oe asags von cone uraRzuity Is aDErcoe 
eterna nat eaten enantio ete TNO 

1. Goneral 

PT RR 


Aas Yhen an individual admits pocuniary liability for the lose, damage, 
or destruction of public property, voluntary payment may be made as outlined 
in the ousuing paragraphs. 


be A voluntary payment in accordance with tho procedures outlined below 
Will not be used as @ means to circumvent ostablished polioy prohibiting the 
purchase of Agency property. 
bad 
25X1A G+ In tho event an individual dosiring to nake voluntary paymont for 
lost property is heing separated from the Agenoy, clearance will be e:fected 
in accordance with paragraph 


Ze Action By nhesponsible Individual 


An individual desiring to make voluntary pnynent for the loss of 
purlio property, in lieu of submitting a Survgy Revert, Forn Yo. 36-18, will 


GU DENTIA 
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Se Action My Un t Cusuly and Property officer 
fecaeaiattl 


noma op teen et nemo stents sie oe oe eerameter sew mtmtapiitin miele 


The Unit Suovly and Property Oivienr will asudet the rogpaunsibie 
individual da the preparation of Fare Ho, vGe40, Voluntury Payment for 
Tullio Mroperty. ‘fhis form whl) be dettloted yn voxtup licnate and wi ned 
! by the responsible Ondavidunl ane the Unit Supply oud Property ifficer, 
All goudes of tae Pore Ha. ode wh ld be NCBA Ned an ud justment (£) 
: voucher number by the Witt Seonly ona Vreperty Go tieer and ome aany will 
be retacned as a susponeo eredit vonenexr bac 6 BluGe record saevunt,. 
The ordpianh cud vour Go-les. af Pore No. 86442 wil: aero puny the 
aviduel to the Pracerty Gortrol Peatton. 


4. .ebion by the Proporty Control Seot: on 


2 
ae 4 
Te ee ee a Aa A toe en OE ne CRN AN ape oi Serhemtn ty Re wenn einenetes manage 


The Property Control Swetion will te respoupihle Lory: 


he ravievwing wha Voluntary Paymonty for Publia Trocearty, (orn 
Noe Ghe42, snitiuted tn che las oyton aren tao daternina that said 


netion is in securdanea with uxisthi property ropulatsonge 


b. determining tho unit aos of one: iter fa the canner 
outdined tn paragraph a ¥i 


G. Oorreactngss of moneaelebure. 


29X1A 


G. maintaining un informal record oP ali vohuntery payments 
pending reoedpt of ine siemed Porn Nos DGah?. 


The Property Control Ceetior will Higa the ord inal and four 
O° Form No. 45-42 wilen thu in tdvidual will take to. the Finaree 
n 


5. Action by the Finance tfvision 


&. The Pinanee Division will erfeet collection 2» tho sories 
4 and sinn sll cosies of For No, o6-4%, Voluntary “ayment for: 


y AYRMGRY i lie 
“roperty. The oripinal aad ona Gary oF Form No. 66-42 will be retained 


by the Pinance Division and the remilolog Goples distributed as fallows: 


Loopy - Individual making payment 


Lovpy = Unit Supsly and Property O¢ficer 


1 sony 


Property Control Section 
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be The Unit: Sapoby saad Procerty oc fieer whit ase the wJenod aypy 
wf Form No. G42 ap on Vasid @redit youshor ty c » tbhoek pooord neaount 
uns ide game fo Lhe vouoier : che, The wuspanie eooy may be asad to 
ud juat tho fjecountn C onatrol Beetion ut Porm Wo. Gsel4 anc rhied bao whe 
Jnokot Pike os the reacoandi se ee eet] ¢ 


06 Tee Proourty Gootrol Seetior dia ue tre sdoned ooo af Porn, 
Nos $u-42 to adjust vie pPoperte @oatral recor oo bide AONE 6 


Ve Sone By Bee Gane Ueoted Supoly wut ora arty OF iear 

When an dicdvidunl woe ba peg mGLole Por the dass, in yt OF 
degtructhon ab oublic ehooerty dunes too cake y hinbory pay mt ont oan 
Copendent Installation, woo Cons ata ted ouppdy mrad Toperhy of leer 
WAL) Yolhow the prooed rea aa satianad for u Unit © avoly aed Prone rty 
Wiioer da paragrucha Ylb -2 2 4 Shaves fn lion ov nots om by tie 
"vroperty Control Seetion” as eathined ai nragrn ly S$, the Cimpoliduted 
wupoly amd Procerty offieor wi ol be resvanbitlde tor the determiuntdion 
a’ the unit east oi the items Aout. Vne retion by the "fname Osvis ion" 
ue ovtldned in Baragregh b above: wili be. ao ea ly Local yroardores 
atabLished by the Consolidated su: Coly ond Prosertey oieheer tid the 
tastaliatdon Finance Officer. 


MM ets si cyeprone ADUUGTREET 
pus et Slee eR Le 


seeneeeemennteentaahen 


he Limitetions on Uso 


Oe Aa ee EN Sa wu. Hae we 


The Ke-ort wi Davauirtary “djustasnt, Form No. vG-dG, may be 
used by on accouataole aupoaly sand oropertey a! fiser, with 
lindtations, to adjugt do Mvorenees cebenon vne “bag BOe AM Gagds on 
Sho abogk record “OcounL, suc a@ouel quantity on and naid/or 4. use as 
Hluslosead oy a physiend coventory. Pkoaet fg voted dn Pere Pasha Thded-b, 
the use of Form Noe b6-16 is eon ‘Mined nay 


(1) Reebiryt 4 OFPors recultenms, from iuorever coolio gs awifor 
uso UL Lrevrrest normnelature. 


wandility Lor eY Vlowsly unsecounted for 


oy 2 am ee ee es 
(2) Aosuming aCe Wi 


procartye 
b. Co'reotion Of Errors in Postings 
nn nen a LT 
When the Report of inventory sdjustmont is usod ty Cvrrest 
dincrenancies resulting from orrors in osting or nonenclature, the 
overarzes and gy: foresees of like items should insofar ag Possible a ¢set 


ons another. This prochudes the utils enti: vn Of Porm Na. 36-16 to 
aijust Laordinate Shorts, ea. 
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Ge. Corroglion of Vio arly nogsiatan. Liby 


ONT eae Hee ee are el UI  otmmiantemmtenieteeaaas te Te 


AR aecuumbable surphy ont property oo {dear wi! LT, oebo tae 
msOovEery of Undewounbed Par jis Orly, (39% snabd oracorty ono porn 
No. SUelG, and pout gare us ny ad juetromt vougher toon a stook regurd 
focuunbe fn bbe uvent as an dtueaveced abon do ter dive hivt such 
PROperby Was seron@oa dy weaned for, bee seoonnmtoa Le Mupoly ane 
proverty OLfieor vill uae Porr Mo. su-16 to rola®re nimselL of 
agrountaoddivy., In such cases, cotvrenge eill ba aade to the wPipeined 
ad fustwaent voucher number. 
Ze Properatiac sac Bistribulion 

The aoc marbable sagety wad GPwowrty os Sisor wi bh prooure x Reoort 
of Inventory sdjustment 4: yuakdpeokivete isting che me srded bo lange, 
inventory balance, and the oyvera es oud Shortases af the dtoms ta he 
adjusted, After a woughe> number hes bees “ondgmed to «li coctes of 
Por, Noe SG-16, the secountalle goply and ur. certy offfeer wi)) ree 
vast ong Gooy as a suspense oredib voucher ba us stock record ncasunt. 
The origins) and two coodes uf tha Furs NOe ¥4Ge1G whll be atstributed in 
the Loilowia, manner; 


&. In the cashinctor: ares, peoorte of inventory sdjustment will te 
forwarded to the -ropurty survet Posed, throaoh tia Pronerty Control 
boction, 


Ge At indorpendent Lotalbiawions, Reoorta of Inveutory ‘djjustiaont 

wil be forwarded to the Chief of station. 

Oe setion By The C.G Prosorty Survey Board 

patel ease eek aa al I nase Om 

the Property Survey Hoard will take finel S6tLon on all Recorts 
o. Inventory Adjustmont Ord. drmatineg ou the WAR. Gp lus tone ASbor 
vutnorized adjustments have peor. an -Poved, tua ordinal jorm Now é6-16 
will bo returned to the accuuns.vle BWUply ond oroperty os deer to be 
Tiled as & valad voucher to 4 os stock recore acco nu. The sugrense 
copy may La used ta adjust the Aesounte Control soctian al 9 Unite or 
Conualidated Suoply and Proserty Offieerts Stork Gartrol Card, 4£ 
nocersar’., In the event thet the Roport uf Inventory ‘djwotiment 2 ists 
disercpunoles of rore than one Bub-accjunt, extracts of the itens 
vertaining to each account will be sade by the Unit Sucply sad “ roporty 
OtSeer. The extracts will be vorted vo the Accounts Control seetion 
of the Porm No. 46-14 and filed in the appro criate res onsible 9ffiearst 
Jacket files. Oe copy of the Muyroved Form No. 56-16 will be ioreardad 
to the Proverty Contrel Scction for -djustments of the oontrol roecords, 
and one cory will be retained by tho asproving wuthority. 
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4. Aotion By The Chief of station 


Final action on all Keporta of Inventory Adjustnent originating 
at an independent installation will be taken by the chiof of Station. 
When approval of authorised odjustaonts has beon effected, the original 
of Porm No. 36-16, will be rotumod to the accountable supply and 
property offioer who will file tho ordginal as n valid voucher to his 
stock record account in lieu of the retained suspense copy, an 
approved copy of the Report of Inventory Adjustnent will be retained 
in the administrativy files of the installation. 


5. Disapproved Tnvento ry Adjuatrents 
a. Tho lroperty Survey Hoard and Chiefs of Stations are enjoined 


Consolidated Supply and Property Officers which do not adjust inpropor 
postings, Lnoorrect nomenolaturo, or facilitate the assumption of 


be If any or all of the adjustments are not acceptable to the 
ipproving authority, all copies of the Form No, 56-16 will bo retumed 
to the accountable supply and property offfoer wi th instruotions that 
& Survey Report, Form Ho. 56-18, be prepared on the disapproved itens. 


C. The approving authority will note the following on all 
copies of the Report of Inventory :djustuent; “APproved subject to 
final action taken on the Survey Report of the items indicated.” 
Distribution and action on the tentatively aP?reved Roport of nventory 
Adjustment will be in accordance wit): paragraphs abovo,. 


4&5 was assigned to the Report of Inventory Adjusteent which it supports, 
and it will be placed in the vouchor file with the Forn No. 86-16 after 


MS xPremprrons oF property 
eR OF PROPERTY 


i. Expenditure o: Property for ixperinental Purposes 


Branch or division chiofs are authorised to approve the expend- 
iture of property used in experimental activities under their Juriadiotion, 


CONEINC ATE &: 
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The following certifioate signed by the nic Chief, or his designated 
representative, will appear a: the fnoe of an issue or transfor doscu- 
nent, 4 @., Fora Noe 36-7 or S6=P4;3 


I certify that tho items listed horean, will be expended for 
experimental purposes in tho service of the Government. Any unused 
portions will be roturned to nonsal supply channels. 


Ceignature) 


The issue or tranafer dooument so certified will constitute a valid 
voucher to the stock record account of the accountable supply and 
property officer concemed. 


2. Expenditure of Suppliea By An Accountablo Supply and Property 
officer 


Central gupply and Property Officers may expend supplies and 
oquipment of an expendable nature for use in activities under their 
control. Sueh items will be listed on a Form Noe 367 together with 
the following cert’ Moate; 


I certify that the items listed hereon have been expended in 
the ssrvice of the Goverment. 


Accountable Supply Aud Property Ofticer 


The issue document, Form Noe 56-7, so certified will constitute 
a oredit voucher to the stook record account; 


MN sowsotxparep Prorenry repor?s 
ett eteetereeememtamet enna ema er nnaiatnantnale 


1. General 


a Yn order to maintain adequate control of non-expendadle 
property at independent installations, monthly Consolidated Property 
Reports, will be forwarded to the Property Contrel section, washington. 
Using Form No. 36-22, theConsolidated Supply and Property officer will 
report, by item, the total monthly gains or losses on all property 
for which he is accountable, 
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a Proparation Of The Conaclidated Property Report 


a. Details of Preparation 


(1) Form No. 36-22 will be prepared in triplicate by the 
Consolidated supply and Property Officer as of the last day of each 
month. Ttems on hand with an increasod or decreased total balance at 
the end of the reporting period will be listed in column 1 of the Porn 
Noe 36~22. 


(2) The wit of the iten, hed, eaoh, loba., ft., ote. , will 
be entered in colum 2. 


(3) The inventory as of the beginning of the reporting peried 
will be catered in colum 3. 


(4) All receipts will be ontered in the appropriate spaces 
in column 4. 


(a) "Receipts except Memorandum Recoipt turn-ins and 
Local Purchase” should inolude property received from the Supply section, 
Services Division, CIG, ‘ashington, and other Government agenoies. 


(b) Leoal purchases will be listed separately and the unit 
cost will be indicated. 


(a) Overages acgounted for on Reports of Inventery 
Adjustaent will be classified os receipts and should be listed ams such. 


(6) All disbursements of non-expendable property will be 
listed in the appropriate spaces of colum 6, 


(a) The "Issue Rxoept Kenorandum Receipt and Operational" 
colum will not be used. 


(b) The “operational issues" colum will not be used. 

(c) “Pransfers or Dispouals" willindicate property 
transferred from the jurisdiction of the installation, suoh as transfera 
to other dovernment agencies. 


(a4) shortages accounted for on Survey Reports and Reports 
of Inventory Adjusteent will be listed in appropriate colums. 


Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 


Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 


25X1A CXG MANUAL OF ADMINISTRATIVE THSTRUCTIONS leas 


(6) Colum 6, “Closing Inventory Tnoluding Dalenco on 
Memorandum Receipt", will be the sum of colum 3, plus "total roceipts" 
minus "total diabursenmts"”. 


8. Distribution Of The Consolidated Property Report 


The origina} end one copy of the Form Ho. 36=22 will be for- 
warded, through channels, to the Chief of services, Washinton, De Coe 
Attention; Property Control seotion. The report should arrive not 
later than the 15th day of the following month, The Proporty vontrol 
Seotion will use the form No. 36-28 to make appropriate ad justamts 
on property control records, 


25X1A 
MS xis 


2. (eneral 


a. All stock record accounts maintained by dosignated account~ 
able supply and property officers will be subject to periodico audits 
and inspeotions by a representative of the Property Control sgeotion, 
services Division, 


b. Auditors will have the general authority to examine all 
property records whichthey deem necessary for reference in connection 
with the audit. where the examination of records by an auditor conflicts 
with seourlty regulations, exceptions to the shore will be made, 


2. audit Objective 


&. The primary objective of an audit 4a to ascertain that the 
interests of the Government are being fully protected. 4 further 
objective is to determine that the prescribed principles and procedures 
of property accounting are being followed. 


b. Auditors will deternuine that; 


(1) all items chargeable against an account are acconplished 
by authorized transactions supported by valid vouchers; 


(2) Stoek record accounts and inventories accurately reflect 
quantities of property on hand and/or issued to using agencies. 
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3. Cortifileates of fudit 


&. At the complution of an audit, a Certifioate of Audit will be 
prepared and signed by tho euditor. Normally, fivo copies of the 
Certificate of Audit will be prupared and distributed as followa; 


(1) Original to the avcountable supply and property officer 
(2) 2 coplos tye the Praporty Control 5s action 


(3) 1 copy to the appointing authority haviuy supervisory 
responsibility over the acoount; sueh an branch ar Bvision chia? 


(4) 1 oopy te Chiat, Services ‘4vieton. 


The Certificate of audit will Present a concise summary of 
the results of tho audit ineluding tho dizorepanoeles and irregularitios 
noted and a statement regarding tho condition er the account. 


25X1A 
MDs svostercn ov c.t.6. PROPERTY RECORDS 


1. Definition of Property Rocords 


The term "Property Records" as urged in this peragraph will inelude 
steck record cards, any equivnient forms used in lieu thereof, voucher 
rogisters naintained in connection with the stock record acommt, voucher 
files, individual jacket files, and all other forms maintained eas an 
intogrel purt of the property accounting systen. 


2. Disposition action and Liwitationa 


Bb. 3ix moni'.o9 after an audit of a property account has been 
cozpleted ant a Cortificate of Audit has been issued, the audited 
property records may be withdram from the active file and placed in 
the inactive files of the accountable supply and property officor. 


b. Property Records will be maintained in the inactive filaa of 
tHe accoumtablie supply and property officer for - period of eignteen 
months. At the end of the efightoen month period, authorization for 
the destruction of property records may be requested from the Property 
Control Section, Services Division. 


25X1A 
MMMM Prorurry rassss 


i. General 


A Federal “orks Adainiatration Property Pass will accompany the 
movement of ali public property from and among tho various buildings 
cecupied by thia Agency in the Washington area. This pass must be 
procured in accordance with the procedures cutlined in the ensuing 
paragraphs. 
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26 Coordination with Accountable oOffioers 


RNesponaible individuals in the various uaing offices desiring to 
offect a transfer or withdrawal of property from any building will 
coordinate the contemplated movunont with their respective novountable 
aupply and property officor. 


3. Initiation of Request for Pasa 


Tho accountable supply and property offioer will forward a 
nemoranduss to the Chief, P,operty Control Seotion, or to the appropriate 
individual designated to siim proporty passes in his behalf, requesting 
that a Fo %A. Property Pass be issued. Thie memorandm will bo prepared 
in duplicate and should contain pertinent information regarding, tho 
property movemont. (ne scopy will ba retained by the initiating offioer. 


4. authority to Sign Fasses 


The Chief, Property Control Section, Services Division, is 
resyonsible for the coordination ond ventrol of property movesent within 
the Washinton area, and will, therefore, be charged with the Lasuance 
of all ».W.a. Property Passes. ‘owevor, singe all using offices of this 
igency are not centrally located, the Chief, Property Control sectiau, 
will designate oertain individuals to sign property passes in his behalf. 
Theaa individuals will not {saue a F.iN.A. troperty lass until a simed 
nemorandua has been received from the acoountable eupply and property 
officer. Individuals designated te aign Property Passes will waintain 
e file or all requests roceived. 


MMMM issuance of PRrorerty CLEARANCES 
1. ‘taashington Arce 


Prior to departure from this Agency, an individual boing 
separated will obtain the necessary signatures on Form Mo. 36-20, 
Property Clearance Sheet. This ls to insure complete and Minal cleer- 
ences of all monies and/or property which may have been charged to him. 
The Property Clearance Sheet should be obtained from the Personnel 
Division or the appropriate Administrative Officer. 


b. Action by Administrative officer 


fhe routing of an individual in the proper clearance sequence 
will be the responsibility of the Administrative officer of a branch, 
division, otc. Cyearanee from tho Unit Supply and Property Officer will 
be obtained before final clearance is given by a Branch Adalnistrutive 
Officer. This lower echelon supply clearance will also bo necessary 
prior to obtaining a clearance from the froperty Control seotion. 


CONT ONTIAL 
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a. Aotion by Unit Supply and Froperty Orflour 


Tho Umit fupply and Property Opfioor will take necesuary 
notion to ascertain whether or not the individual boing separated has 
property charged to hin. Inmediate clearanve will be issued in thu 
event there are no current charges. ,0uld proporty chargun oxist, 
the procedures outlined in the ensuing, paragraphs will govern. 


d. Turn-[n of Proporty 


All public property in the possession of an individunl being 
separatod from this Agenoy will be returnod to the propor supply 
channels. Tho Mit Apply and Property Orfioer will assist tho indi- 
widveal in tho preparation of the Property Turu-In Qlip, Form Ho. 16-26. 
whon the turn-in haa been effected, tho Unit Supply and Property 
Officer will afgn the Property Clearnnoo ghoet. 


4. Inatructions for Enlisted Porsonnol 


Enltsted jrmy personnel being separated from this /.gongy will 
rotain in their possession the clothing and equipasent listed on tholr 
individual 40 Worm Yo. 32 as authorised by the ourrent Yel:. Tavle of 
¥quipamt No. 21. Any and all special equipment in tho pouseusion of 
individuals whioh ia not authorised by 7/8 21 will bo returned to this 
Agency in acoordanoce with the procedures outlined in paragraph d above. 


2, Lost, Demaged, or Stolen Pyuperty 


an individual being separated who ia accoutable and/or 
responsible for lost, dasaced, or stolen property will initiate a 
Survey Reyort, Fora Fo. 36-18, in acecrdance with acreph iil above, 
or makw Voluntary Payment as provided in a below. In 
lao of signing the Property Clearance Sheet, the Unit Supply and 
Proporty officer will make ea notation, similar to the one below, on 
the reverse side o1 orm No. 320s 


hag a Survey Ropors 


pending covering tie hier of the followin; items of Qovermment 
Pyoperty. . 


Seanad 


(List freperty) 


Ure Supply and Froperty Gffioor 


Account Ne. 
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te Voluntary ayment for Lost lroperty 


The granting of a property clearance to an individual being 
separated from the A,enoy who desirus to make voluntary payment for the 
loss of public property, in lieu of submitting a Survey Kevort, will bo 
effected in the following manner: 


(1) Unit Supply and | roperty officer 


fhe Init Supply and Property Officer will ansist the 
ele individual in the preparation of Form Ko. 56-42, Voluntary Payment for 
Publio ;roperty, in accordance with instructions as outlined in paragrap): 
In liew of signing the troperty Clearance sheet, the mit Supply 
and Property Officer will ueke a netation on the reverse side of Form 
Ho. $6-20, aimilar to the ono balow: 


is making woluntary pay- 


een (> eens 
mont for the loas of the following items of public property. 


(list items) 


Supp end Prope ( oor 
Avoount No. 


Porm Ne. S6=42, Voluntary Payment for Public Vypoparty and 
Form Noe 36-20, Property Clearance sheet, will accompany the individual 
to the iroparty Cantrol Saution. 


(2) Property Control section 


25X1A fhe Property Control Section will take action in 
accordance with paragraph BB and in lieu of normal olearmnce will 
make a notation on the reverse side of Yor Hoe 36-20 as follows; 


may be cranted property 


Glearance from this after payment for the above items has been 
sade to the Finance Division. 


Property Control seation 


GUN iGENTIAL 
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(3) Finance Division 


After the Ygnenoe Division has effected collaotion of 
nonies as outlined in peragrap: EE tue following rotation will be 
mede on the reverse side of the Property Clournnoeshoet: 


Payment in the anount of fi for the abovo item 
reesived of e e 
(Hane) (hate) 


Finance Wvieron 
he Property in Transit 


In the ovent tho individual being separated has property in 
transit or located outaide ‘ashingten, a clearance will not be granted 
until suoh time ag anid property has been returned to thia Agency. 

The Wit Supply and Property Officer will make a notation, similar to 
the one below, on the reverse sido of Form Noe 36-20, in lieu of normal 
clearance aignature: 


has the following equipnent which 


hes not been duly ascounted for. Upon return of said itens to fis 
Agency, clearance will be granted by tho 


(Branch or Dqviston) 
(List 2roperty' 


EXE Supply aid Property Uitioor 


Account To, 


2. Outside Washington Area 


a. Gertificate fron Consolidated Guypiy and Property Osticer 


an individual, prior to ia deperture fron an indopencent 
installation, will obtain « aigned property clearence, which will be in 
the form of a nemorendim issued by the Conuolidated supply and Property 
Officer for the station. It is suggested the follewing clearmoe 
certificate be used: 


XY oortify that Was ) _ has retamed 
or otherwise acooumted for © prope a © him prior to 


7) 
. \nis departure from this installation, with the following exceptions: 


Congo lildated Supply ana Property OrPLoer 
Station: 


ee eee ee ee 
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be Granting or Tithholding Ciearauce 


The Consolidated gapply and lroporty Officer, upun doternina« 
tion that the individual boing soporatod or transferred doog uot ja 
any curront proporty chargos against hin, will grant inmediate clenmraroe. 
In the event Froperty charges exist, action as outlined in the unsuing 
paragraphs willbo taken for thosn porsons returning to Mashington for 
soparntion. Final clearance will not be granted to an individual being 
soparated from this Agenoy at a Cleld installation until all property 
has been turned-in, and/or accoimted for. 


Ce Clearanco alter lroperty Turn-In 


All public proporty in Siw possession of an individual veing 
transferred will be returmod to tne Consolidated Supply and Property 
Officer, and a property olearano: will be granted. 


a. Initiation of Survey dopors 


25X1A In tho evont an individual requesting cloarence has lest, 
damaged, or destroyed public property for whitch he fo responsible and/ 
or accountable, a Survey lieport, orm No. 36-16, will be initiated in 
accordsnoe with paragraph HMabove. The Consolidated supply and 
Property Officer zhould then make a notation, similar to tha ons below, 
under "exceptions" of the Clearance ionorandum: 


hag o Survey Rapors ponduny: 
eno 
for the following items of public property; 


(Vase Ttonk) 


Congolidnted Supply and Property officer 
Station: 


8. Retention of Essential Property 


Upon transfer, a: individual will not be allowed to retain 
auy Govornaent property unlous seid oquipment is essential for the 
completion of the journey. Retainod items should be Msted under 
"excoptions” of the Clearance Hemorandum and will be returned to ap- 
propriate Supply and Property Officers, Services Division, iumediately 
upon arrival in Washington. 


f. Distribution of Clearance Nenorandws: 


Distribution of the Station Cloaranvue “emorandun will be as 
Lollovwas 


(21) 2 copy will be retained by the installation or station 
fron which the individual is departing, 
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(2) 2 copies will avoompany the individual 


&- Arrival in Washington 


Upon arrival in Washington, the individual being separated 


will report to his Branch, | ae 
25X1A accordance with ae 1 A Division, or init for final clearance in 


cot: yi Nila- 
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ea. 


Pn nna toon alga 


2. Durposa and Soape 


casadanraenehdtmemannet teed 


OL 


Yae purpose of this ingsruotion ts to agadgn reaponaibit lity 
Yor, and watablis!: agthods povurning, flseal activities within org tn 
necordances with existlig laws and roguletions. ha instmnictdons 
outlined are for the joneral guidance of tho offfletals and unplayouon 
of the yg in commaction with vouchered funds Muwiolal nesivitics 
Vor the dapactmentel service. 


4e Fyanctilons end vryantaation 


tems Sarees areata 


Ata, OA LL Np Neate cere 


a Sho wiscal Seetion, Finance viviston, is responsible ror 
tay secounSing and auditing of azl cunds placad at tae Wsposni of tide 
Mpenoy, Okoept ans othurwise sutiated in tiuesge inetructionn,. 


be Tho Piseol seation is responsible for the rolLowlne: prinercty 
“ane tions: 


(1S Assisting fu tre development and madutmuacco of 
wiifora nocounting practices; 


(2) eterminin, the legelity of proposed expondiisres, 
tho availability of appropriations, and the sufficieney of Amdn; 


(3) fpuditing alld oxponditure uccusonts Lrouparatery Go 
payaeuts 


(4) Billing, collecting, ond depositing amounts detemained 
to be due tho trited States: 


(5) Valntainin;; individual salary records, to include 
recordin and acceunting for retiromont, tax, deduestons for and 
igsuanoes of bonds, and other compengatiou adjustments involving, properly 
appointed personnel; 


(8) Preparing the payrol] and distributing saincy checks 
and bands; 


(7) applying regulations for leave and sx ttendance reporting 
and maintaining employees! leave records; 


(8) Preparing Misceal reports as required; 
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(9) pxeredsine supervinton over the Mincal worie ot the 
Mold offfnes in tha U.G. and nbrond, and when directed by the Ciiel, 
Munanea ovivleaion, inapoetin,, and investiyaling thows of floes din order 
to determing that Msoal notivicvion ura betng, conducted properly: 


(LO) Auginting in trainin, © ° pargomol in fiseal pro« 
voduresy 


(11) coopernatin,, tte and adviotny adubniscroatéve orfLoors 
soncernod witn seal uctivitios, 


Oo. a Kisoal Sootion ja cosposed of Mive units; nanoly, 
\ocounts, “paveal, ayroll and Joeave, Claias, aie Scseal orooessine. 


oe Lixaindring, and Corts fy days make Aedudn 
ho fse00l Suction wlll provide Jur detailed onanuinution of 
payrolls, reimburseront accounts, and all other types of vouchers and 
necointa prior to carti ication and approval vor payment. Tha oxaninne 
Ron will be performed Ly nuditors fSandlinr with the Laws mid rogulationn 
of tha ndted Seutes and the disbursement of federal Sunidis, colleetion of 
feos, disnilowancos, a: d other iteunan duo tie Waited Atatesa. 


4 itasponsibilition 


AN anployes dosiynated as an \uthorised certifying osrlear 
is cesponsible for propor certiNication of woushera in accordance with 
the provisions of 55 Stat. OL Weel. MBG A yl. Te te required ‘o 
furnish bond “or the protwotion of tho United “States in such amount as 
any be determined hy the Mreator of She teemey pursvuent to strandasdis 
proseribed by the Saoretary of tle “reasury and is held anccountable tor 
and raquired to make good to the thited Staten tie amount of any Lllegal, 
taproper, or Lnoorreet paymontn rosultiny, from any Calso, tnaccurnte, or 
misleadin:; certificate mado by him an woll us for any paymons prohibited 
vy law or which would not represent « legal obli;,ation under the appro~ 
oriation or fund involved, 


be Dosignations 


The names of the employeos for whom certifying, authority 
ig sought will be listed on “Schedule of Officers or Fmployees juthorészed 
to Certify Vouciers for Payment to Disbursing Orficers iaider tho “xecutive 
Branch of the Sovernmment™ and subnitted to the Director of Central 
Intelligence for approval. Tre employees Listed on tho nehedule become 
Authorized Certifying Officers only after the schodulo has beun aiyned 
by the Direetor of Central Intelligence and after the original of the 
Schedule as well us the sijnature cards (Treasury Dept. Forr 1686, Rov.) 
and bond ‘ave boen accepted and are on “ile in tho Treasury Departmont. 


ibe. 
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Ge Reveoation 


en neem a 


Revocation of an onployvets authorization bo ourtd tly 
voushorsa wit) ba agsonplinied by the use of the umnnumberod frensury 
fora untitled "Revocation of aitiwrd ty to Cartioy Yououers for oaymont 
to Masbursing offfeers under tio ixeoutive Promo of the Ce vormmen t" 
whieh will be bandleod in tlhe sane mumner as toe atthorigatdion “orm, 


de.  Advanoeu Hocisiouy 
Vhero thore is a quention of law involved tr paymont anf 
vouohar gubmitted to nim for corth Sicution, an augrorised certs Vuh 
oefiocer has the right to apply for and obtain an uavence dealnionw frou 
the Conptrollor General of she Imited Statos in accordance with the 
Provisions of Public Law 300 = 77th, Con.resy, approvad Deconber fi, 
L94] (31 ued. Had), 


4. Safekeeping of j-ublic ‘Ainde 


inployees olarged whti She anfekeepiny of Public * pnuy shall 
be held personally liable Sor suah mds (Sl S.C, BAIN. the Menenl 
Section and any othor offices wimilarly responsible, will provide santos 
or other guitable loekin;: deviecs for bafoguardiny aolicetions, ualary 
checks, bonds, and other valuablo iter. 


Personal funds or papers shoulda not be pineed tn Government 
aafekeoping factlitios. Such quast-officlal junds as tone for the fod 
Cross, Community Chest, “uployeus' wlfars Assoolation, wte., L° ndaine 
iatratively considered vscessary to Lo placed in these ‘acilities, 
should be dr on separate looked oompartuent or box with: too key to suet, 
contutnor in the exclusive possension of the particular individual 
responsible “or its contents, ‘owever, the presence of nus non~o4icini 
centonts in the official safokeopiny facility wili not automatically 
entitle the reaponaible individual to the combination or key tiurool, 


mployees charged with ¢hie Sufeknoping of Public ‘‘one: shnll ve 
eld personally liable for such funds (S21 U.S.C, 621), 


5. Tnspoctions 


As required, the Chief, Finance Division, will uiroct the Mincal 
Inspectors under his supervision, or officials of the Fiacal Svotion, to 
conduct inspeotions of stscal activities of the Agency. Written reports 
of all inspections will be filed with the Chief, Finance Division, and 
the inforuation contained in those reports will be utilized to the 
fullest advantago in administering Mnencial affaires. In the event that 
findings of tho inspectors indicate the necessity for future investi;ative 
or remedial measuros, approprinte action will be recomondod by tha Chief, 
“«nance Division, 
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25X1A 
3. Liaison 
Tia “seal sSeation will conduct admintatrative Lintoon with 
Modornal apenc'en or other organisations on rontine fiscal mattern, 
Liaison Sor purposes of oonsummating now polioiles, procedures, and 
agreements, or other activitien of major importance will ve conduetod 
undor the supervinton of tha Chief, %inance pivisson. 
25X1A 


BB accoanerse 


he nosounting, funetionn cf the aveney will be adminiaterad by 
the Aovounts imis, -dacal caction, la conjplianca wit) tie Couptroller 
Seneralte presoribed Surms, s/otens, and procedures for nlninistrative 
appropriation and fund ascountinys. 


1. Menoral Lodger 


A Goneral Ledger will be nointained in the Acoounte mit, 
riseal Saotion, for vurpores of controlling, subaidiary accounting records 
aud for appropriation and Cund accountability. Tho accounts naintnai ned 
25X1A tn the General Ledger, as well as tho rors, systems, and procuduras 
agud, are prescribed by Goneral Regulations 


2. Allotment |edger 
a& Requireanent 


The MNseal joction will maintain of Nolal allotment nccount- 
25X1A in; recorda in accerdance with General Pegulutions BR wiioi ics 
uoted in part as follows: 


"allotmont accounts arw provided for the purpose of showLiny; 
currently the unobligated balances of appropriations and funds, 
and of inguring, iusofar as possible, against the incurring of 
deficiencios.... 


"accordingly, it is the adainistrative responsibility of anoh 
executive department, estavlishnent and agency ef the Fredernd 
Gevernment to allot, apportion, and obliyate its appropriation 
in such manner as to prevent expenditures in oxcess of amounts 
appropriated... .. 


"Since ailotment accounts are provided for the purpose of pre- 
venting deficiencies in, or over expenditures of, appropriations 
and appropriation linitations, 1+ 1s obvious that if the anounts 
allotted do not excead the appropriations or appropriation Linita- 
tious and the obligations ana exponditures do not exceed tho 
anounts allotted, no deficiency or over oxpenditure rill occur. 

Tt is, therefore, important that allotments be made in such manner 
as will effectuate a control at the point where contracts are 
approved and obli,csations inourred....” 
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b. valntonance 
A soparato allotmont Lodger will be oatablinhed and maine 
tained by the Acsounts Unit, “yscal Geothon, for vach allotaunt acagount 
+o whieh Sunds have boon allotted by the Budget Suotion, The ledcera 
will be maintained without regard to object classes. Entries in the 
various colunns of tie ledger have u direct offeot either by addition 
or uubtraction on the unoblirated balance of the allotment an follovwa: 


te. Allotments 2. 6 eo ep ee ee www AM 
2. Obligations Tncurrad . 2 2. 2 6 0 ee ee we) Subtrnet 
$& Obligations liquidated . 2... 6 2 ee ew ew we) Alle 
4. Not Wsburaoment Youohers . . 2 « 6 © 2 eo) SUbtract 


Ry oxtentling tha balanoe of the various oolwmn in the 
lodger, the ourrent dufommtion will be obtained ao to the unobligntad 
or free balance of tha allotment, 


oe. Consolidation 


Aa of September 3) oF each yoar tne allotoent ledver socounts 
tor the provious fiseal yoar will bo consulidnted on tre basiu of magor 
proprams or notivities,. 


3. Obligations 
fe “wtaeblisnaduns 


Wlitations will ordinarily be establisted by nesana os 
eoples of the obli;atin;, doouments, 1.@., coutracts, Purchase (rdors, 
shop Ordera, Government Transportation Requests, Travel Orders, Covern= 
nont Bille of Lading, and so torth. Vhere use of such obligating doou- 
nents is not feasinle, the Kysceliangous Ooligation Reoord, Forn 
NO. » Will bo used to eatablisi: oblipations. This form will also 
bo used as x subsidiary record uf recurring obligations for payrolls, 
rental and sorvice cortracts, travel ordars, and other classes o* 
obligations, nocrunis, deliveries, or sorvices which extend over all or 
part of the allotment period, The v4¢scellaneous Obliyation Records will 
be prepared by the Accounts mit, based on written informntion furnished 
by offices administering the allotmonts tu be charged. Won obli;ations 
are established by moans of the Viscellaneous Obligation Recor, tho 
basis for computation will be indicated, so that appropriate liquidation 
can be mado when applicable disbursement vouchers are recorded. 


All obligation decuments or data will be routed vin the 
Budget Section to the Accounts (mit, Pascal Sgction, so that tie oblipa- 
tions nay be encumbered against the applicable allotment account. 
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bo, Typep 


(QQ) Yersonal Services obligationa will be oetabliuhod by 
the jeoointa Unit ona nonthly basta to cover tie anlurles of voughored 
wiple wea and rolated overting., a payroll oblisations will be liqui- 
dntod agen pay ported in mcoordance with the liquidation schedule 
ostabltehed for cia oblivntion, rethar thar by the unouns of the MOUCIOT » 


(2) Pravel Obli,ationa covering, spues ric tripa will he 
astabl: ntod on tha basta of the FFavel Order (Mora 34-4 and whll inedude 
all expenses nuthortrod in the Ypaval Order, Leos, per dies in lieu of 
wubsiatence, milleaye, exponses Lneurrud Jnaldent so tno une of Govern- 
ment Transportation Requusta, nna other reimbursable expenses ouch an 
novement of nousohold affects ani dupondonts, and all anticipated 
oblipatians covered by tha Yequast for Tpavel Order.  fravel Ordura will 
not be relansed toe tne traveler, nor will travel) be perfrornad until 
date ngiuation has been made that succteient mda have bean repurved tw 
cover the antictpated oblij;ation for travel, Cranuportation requests, 
ote. Travai obli-ations will be liqguidntud woen the rednbureenant 
voucher and rolatod transportation requuste aru submitted “or PAYMOL » 


(S$) Franspuetation odlynvions fos novanent of Pred ygt 
Wilt be ostnablisned on tie basia of Covernment stile ot Ladta, (te! 
LlW8s. Voli. ations vor dove mnont feqyuonte Lor Pransportation will mat: 
bo ostenlished whon Qe Rogueste are issued. Vowever, when the travoloerty 
reluburaenent voucher is paid, the travel oblisation will ba Liguidated 
ang each: Transportation Nqquest entared individually ay an ubl patton 
npainst tau allotmont, Bille of Uading will not bo relonsed Lo the 
carriorg until determination cas beon made thas sufMiciont Sunda are 
avallable to honor Son obligation, Bills of Lading and rasp rotation 
Koquests will be liquidated as relnted freight billinge and onsrtor's 
billings are subnitted for paynent, or apon voiding a the omtyanal pill 
of Ladinie 


(4) Gontrastual Obligations covering communication servicos, 
rente, and utilitios, and otuer contracainl services will bo astublished 
by treans of tne Hiscellaneous Obligation Record, orm S4<. Covies of 
auch contracts and/or agreenonts will be routed to tha Assounts tnit ror 
oblivating., Contracts or agreements wlli not be entered Situ in response 
wo requests by administrative offices until it has been detuminod thet 
aufficient funds are available tu cover tre obligation. Contractual 
obligations will be liquidated when related billings and/or voughers ar: 
submitted for payment, or when such contracts or agreements ‘inve boen 
terminated. 


(5) Purchase Obligations for supplies, equipment, and 
services will bo established on the basis of copies of Purotiase Ordorn, 
Warm 36-1, or other purchase documenta issued by the Services D4vision, 
itAe Prior to release, the Purchase Orders will be routed vin the Budget 
soction to the Accounts Unit for obligation. Purchase obliwutions will 
be liquidated when tho vendor's billings are submitted for paynent, or 
when such Purchase Orders aro cancelled, 
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(G) Goll, etions for Clulias wili be establliahed and/or 
adjusted to agres with the anount olatmoed when sich olaims aro subnaitted 
to the General jccounting 'fitee ror direat aettlaent, Oblisat ann “or 
olatiy will be liquidated in aevordance wit) notice of settlunont by the 
Nenaral sccomtiny, OfCice. 


4. Record of Unliquidated Obligutiong 


CO SOE eA AEE ON TENET ORAL ALERY PRCT HEN AY DD ARS PA Se ARO 


Ae “Malnuteonanve 
he RE RAIA LOI At 


The Record of tmliquigated Gblipations will bo madiotatnod 
by tho Aosamts Unit for rvoordiny, invorsation poertaininy, to ovestandine 
obligations. Tho Record will be rmdntained by apprepriution, allotment 
necount, ard sub-ob ject olaus in ordur that (1) toe atatue of ongh 
unliquidated obLi gation may ba rendily determinud, (2) it nay be aneor~ 
talued that the anount of cach oblivation und liquidation ting been 
aorrectly recorded on allotmen* ledgers, and (35) an acourate Liat of 
inliquidated oblisutiona, classified ax to sub-object, may be available 
‘or Tnforontional purposes and for preparation of reporte. 


bh. Consolidation 


AS cf September 39 0" ene year the raoord for ti previous 
Niscal yoor will be consolidated or the basis ef major prourans or 
activities. 


6. Object Classiication 


See aed 


Oyjvot classtClontiou aymbols, based upon the type or he 
sarvices, urticles, or otier itemsa involved, ar distinguishod fron the 
vUrpoue To be attained, will be applied to all oblijation, oxpondicure, 
and collection sacunonta affecting, appropriations and funda. Ob ject 
elagal “lestion symbols as set forth in the Sollowin,; code will be used 
to insure uniformity in analyzing, recording, and reporting unliquidated 
oplizations and expenditures: to provide budgetary infometion for the 
preperation of estinates;and to facilitate offioient mavagenunt oo.” funda. 


Code af Gbjeot and Sub-Objeot Classification Syubols 
RN EN aE TE PER AAA CT PES ASE SS PFOA SEY -AStnsnnsn tatoos Gr oar aaa 


OL Fersonal Services 
91.1 egular Payroll 
Q1.2 Temporary 
91.3 Part-time and ‘TAD 
91.4 Night York Iffereutial 
91.5 Lwap Sum Faynents 
01.6 Native Pay 
91.7 Lavin and Quarters Allowances 
01.8 OQvertine lav 
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OS 


A 


5) 


NG 


O08 
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Travol 

02.1 civilian 
92.2 (lvtitan 
OZ.8 ndilitary 
2.4 ‘“‘dilitary 


Transportation 
OSs Reyular 

Q3.2 Personal 
3.58 Ponalty 


vommuniontion 9 
U4el Telophone 
4,1] Private I, 
94,2 Telograph 
4.3 Cablorram 
4.4 Tolotype 


- Pomestic 
~ Forolyn 
- ponyg tio 
- foreign 
of Things 


affacta (ehuapge of station) 
ail (over 4 pounda) 


orvives 
‘nog 


5 


04.5 Ponalty “ail (orosa with appropriation Lintitation® 


04.4 Postago 
4.7 Yrnnefors 


Itents and Wels 
06.1 OFfrfico Sp 
96.2 Yarehouse 


ty Sorvices 
noe 
Space 


6.3 Business Yactiines 


95.4 Woohnical 


4quipmnent 


5.6 1 yscellarsous 


Printing and Rinding 


98.1 Govoermmon 
06.2 Conmeroia 


Other Contractu 


O7,1 opair and “alntenance of Structures 


07.2 3Jeourity 
07.5 Reproducs 
07.4 Reporting 


4 Vetintine offian 
1 


al Services 
Reports 


Lor 
Servicos 


07.5 Guard Sorvico 


07.6 ‘“iscellan 


Supplies and *fa 
O8.1 Office 
08.2 Photographto 
08.3 Automotive 


eous 


terials 


08.6 Communications 


08.7 Publicati 


ons 


08.8 Yiscellanoous 
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YO Baw lpaant 
el orice 
W,2 Pho be, wajrte 
NO %  Antunotive 
Wer Operatlonul=) roy 
Web Ope ratinundeavy 
94,6 Sousa enblons 
0.7 Hoprocuacion 
VO. ri gcoallanecin 


6.0 Distriuutdon Loder 


- 


lhe Main tecunee 

™ eo secounts Putt, “tsoeal Gootion, whl maintain tea oftelal 
Matribution Ledver, ss veguired vy Gonorni Hagulations Nos. OO, Tngtrue 
months secerdea ti the Dietribuvion Lodger will consist of all typos of 
exponditure, settlement, and raf/und collection documents. ‘Me Loujjer 
will be matnutaioced by a).coprintions or funds, allotmon® acoouns, and 
sub-obJeot classivierations in order chal tt uay bo ascertained Sint 
neounts of oxponditureg and oolluctivns have been correctly recorded on 
Allutmost Ledgers, and Gat a securate list of net expends turug, 
Clansicied ua to sub-ubject, may be available Yor informational purposes, 
and “or pravaration of reports, 


vo. Consolidation 


As of 89 september of oach year tho Distribution Leder 
Kcaounts for the previous fiscal yoar will be cunsoiidated on She basta 
of major programs or uctivitios., Subeob ject accounting ana reporting, 
wili be disoontinuad. 


7. Lapsed Appropriations 


a. When appropriations lapnae, the following action will vo walker 
in order that sure pus fund warrants issued by the Troasury cay bo ontered 
into the General Lodger: 


(1) The Accounts tit will ascertain that all oxpenditure, 
pottlenent, and collection documents ave beon entered in the allotnent 
accounts. 


(2) The Accounts Umit will cancel all unliquidated oblijjn- 
tions by appropriate ontry in the Allotment Ledger. The entry and the 
obligation document will indicate that cancellation has been tiade in 
order that the unexponded balance of the appropriation can be carriud to 
the surplus fimd as prescribed by Seation 715, U.S. code. Titre 3 


“6A 


(oot 
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(3) Tre Budyet goation wili be adviaed of the resulting, 


unobliy;ated balance of allotmont, co tort approprinte allotaent Cuitn 
will bo oxocntod withdrawiny thane balanwvs. 


(6. Pinel suanee wihla bo prepared on lapaod apoeroprinatiionn, 
and furthor allotment todger necounts will not ba requirad. 


ME ees an teaves 


eae net ate = tnetie aN ONs DAO aL HO 


“ho Paycoll (mit, -dacal Section, will ba runponsible vor the pro 
paration, presaudit, and gubuisgaien Zor payment of dapartuontal per rolles 
ror vouchered personnel of this ayansy; tho posteaudit and matutonanes 
af records applicabla to overseas voucbored payrolles; tho anintannnca oF 
applicable leave records and retiranent resords, both ay to recording 
servico history and retirenent deduetions; tue wittheldin; and seperting,; 
of wcounts withheld fer ineagne tax purpnses; the maintenance of recorda 
Tor. ‘% Savings fonds: and the distributions of salary coecks and 
. J. Gavinws Jonds. 


lL. Tine and Attendances Reports 


HOA NEN ARIES LEE SUC Seat tant aiarenatineenrnadtenstieed 


Tine and Attendanees eporth, Gtandard Form 1150, ‘ovisnd, wil) 
ve used ap a tinekespin, record for, and na e basis Tor paynent of 
salertes to, all civilian employeos linted on vousherdd payrolin., “hose 
reports will bo maintained by cash OfClee or Stal? Seetion, or wait af 
orgenlention thereof, witenever ie buat suited Sor checkin, ebtonucnco, 


a. Reoordinys and Reporting 

Tiere will bo untered on standara “orn 1180, Revisau, one 
number of hours in pay status, une annual, sick, and conponnator’ .eave, 
or leave witcout pay Share to oneh le-dey pay period. 411] approvad 
evertine and authorized holiday work for waleh paymons is to be nade 
must also be recorded on the Standard Form 1130, hevised. Vhonever night 
differentinl in olnimed, tho employee's tour of duty rust be inaleatod 
on the Time and Attendance Report. ‘the employoe should be requested tc 
initial standard form 1130, Revised, for any absenco frum work beosruse 
of ainual, siek or campengatory leave, or leave without pay, so un to 
proclude later dispute of leave charges. In the case of absence Lor 
sick leave the sick leave certivicato at tre bottom of Porm 1189, Novice, 
will be signed by tho employen. If, at tho ond of a pay period, the 
aanployes is not avnilavle to initial for any leave taken, tha form may 
bo submitted without the initinls. Fowever, Standard Form No. 71 runt 
be exeoutod for leave for which initials are not obtained, and submitted 
with the subsequent Time and Attendance Report. Tr upon return of e 
traveler it develops that he was absent from duty on anntial or sick 
leave that was not reported, a Standard Porm 71 showing leave taken ill 
be exeouted by him and submitted with the next Timo a.d attendance 
Report sent to the Payroll unit, 
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be Cortitioation 


soem 


The head of anoh Office or stati Sootion will dest ;nate we 
ouployoes for each reporting undt an autiorized to eign Time and attend- 
anced foportsa, Two coples of the doshinntions wit. speoimon sdygintures 
will be furnished tis layroli imit, Piseal section. “hen dead ;nations 
aro ohanyed or authorizations revoked, the vuyroll imt! will ba nots Mea 
fuaedintely by mubaduston of now dowipmationus and specimen ofa tures. 


Corsi ttantions on VWAme and Attendance Reports will be 
aligned (not initialed) by designated enployoos. to individual will 
certify hts owm Time and attendance Roport wher onal.er authorized 
employeo La available. 


Gc. Sudomission 


ect 


a 


fine and Attendanos Yaporte wlil be forwarded so an co 
arrive in tno Wiscal Soeticn not later tint 4:59 pen. on the fonday 
following, the clone of the ldeday pay period. We reports wil. be map 
ported by (1) Applivationa for Loave, Jtandard Porm V1, Lor amunl leave 
in oxcosy of 12 days or leave extendin:, from ons reporting porto to the 
next; (2) oertiricate of physician or practitionor for sick leave cover~ 
ing a pertod in excess of 3 doves (5) ytandard vorm 7] for giele leave 
covorin;, a visit to « plyaloian, dentist, onulist, ote., shemriny, the 
tine of the visit ond the namo pnd addreay of the doctors and (4% 
dupliente copy of Pors 52-8, baariny the approval of toe chief, Bodpat 
Soction, for autiorised overtime or holiday werk, 


2. Payroll Yraparation 


eopartmental payrolls for vouchoroud personne) of tata Avenel 
will be prepared by tha Yayroll Muit, %4ncal Seotion, 


fhe current Selary Table issued by the Gennenl j;ceounsing Of SLay 
will be used to determine amounts due enpivyees for per annim, monthly, 
ger diem, or nourly rates. Each pay period wlll oonaisat of tar aduinie= 
trative work weeka, resulting, in 26 bi-weekly pay periods per yeare ot 
bay will be detemined by deducting from grossa pay thy authorized ancunts 
or rotirement, taxes, bonds, and other adjustments. 


3. Overtime and ‘loliday inty 


Bmployees who perfor overtime or holiday duty as defined in tie 
aderal Employees Pay pct of 1945, as amended, will be compensated or 
iver compensatory timo off in acoordence with the provisions of CTG 
Administrative Instruction J _ 


4. Wight maty 


Employces asaijmod to a regularly scheduled tour of duty, any 
part of which falls between the hours of 6:00 p.m. and 6300 a.n. aro 
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entitled to oompunuation for work betwaon suar houra at a rate of LO! 
in oxoona of thoir basic mte oF qoapmination. “nployeas are not 
entitled to this ulpht pay diffurentiol when tn a leave atatus. Latra 
pay for nisit duty in exouss of tio bnsio rate is not inoludad an part 
of tho bania rato for conmputiny ovortine pay. hom night db fforontiald 
ta claimed, the Time nnd attondanes Peport, farm 1129, must dndloate 
the employee's rewularly sehedulod teur of duty, 


6. Living: and cusrters sllowanoo 


Cen ene Rl 


there speaitically nuthorirod or approved, quarters allowances 
and cost of Living allownnooa, or spectal voreinn living, allovmnaen, 
will be paid to those employeern having peraanent station dua rorad. yy: 
country, osueh allowances will bo pata in accordance white. tuo provigions 
of furoau of the Bydget Ckreular ret, Parte ¢ and i. vor the purposeu 
of paragrnph 6 of Part A of Sudgek Circular A#8, civilian: anployoan are 
Clesui fiod ns follows; 


Group 1 - (Not applicable to eT 

Group @ « Chiofa of b (ssfons and other prinespal offtoors 
directly subordinnte to viaahbiston, 2% (. Cnleso otherwise approvod 
vy the Di rootor, these officials include grades CAVA1! or bd, or above. 
“mployesa tn those ,radeg who are not direotly subordinate te “nahin. ten 
aro included in Group 3.) 

Group 3 « Teghnical and prufensional umployoun wit. prades of 
“AM or S$ or above not sovured by Sroup 2. 

Group 4 = All other onploveen with gpradea under Cares or pes, 


Civil jervice employeus who are United geates citinuns are 
entitiad toe o 2B pay differentiel (not te exceed a rate of sonpansa= 
tion in excess of $10,000 per annua) if stationed in Verritertus o: ihe 
Jnited States or a Cont of Quarters and Living, sLlowarnce in naceordaunoce 
with Ayreau of tho fudyet Clroular 4-8 when stationed in an foretin 
country. 


6. Winal Salary vaynents 


Final salary payment and/or final clearance wili not bo eran tod 
to an employee transferring or terminating from tiis ~pency until all 
monies and/or property that uay java been assiyned to hin have been 
properly accounted for or returned. efure final payment ia mide, tie 
final clearance form mint be initiated by the “ersonnel Division, 
cloared with the applicable officials in advance, and Filed in the Pay- 
roll mit, Fiscal section. (See CIG Administrative Instruction J 


-) 
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‘ublig Law o26, “Str Congress, provides for tia lusp-auta 
paynent to certain ,overnmont anployany of acauwnulated or acoried 
minual leave due upon their separation Cron Government sjervioe or upon 
eranafer te auotior aganey ina pusition under a differen’ Loave atyaton, 
suo Mfitmal Lumpesum paymemnta will he nade by tie “asroll (nit on che 
vants of inromation regarding the dest working day acd the seorued 
annual leave ag shown on the pornon.ei netlon terainaticy the anpleveats 
servioen, aftor Gee v“Lnnal cloarance Cory sag bon rocat vod, 


section 2 of cublie Law 625 provides that upon tia donth oo mp 
amployas of treo devarnment, tha value of umused annual leave be paid 
eee upon tho oatablighnent of a valid alain there“or..." dn she c“ollowe 
{ny order of precedence: 


"Sirst, ta the bone Metury or beneficlariga, i 2 any, lawfully 
donivnated by the explo yam unde ne tettramant fet applieable to hin 
service; 


"“Sacond, If tharu oy ne iw). dagipmated bone “Letam, bo tie 
estato of sue: docensad arp dovoe, 


Vv. Payroll Duduotions 


ee i ahi tienda alam temamte 


Payroll deductions may oo made for unlinry ovorpacmonia, Leave 
without pay, rotirement, taxes, bonds, quarters ailowancen, insuranee 
vromiunsa Cor “ar A;oncles saployeus “protective .ssociation, nllownnces 
authorised by power of attorney, amounts cdinallowead oy tie Senernal 
Accountin;, OFfiee, and any other duly usthorisod caductions (8 U.%.C. 
WG). 


ne Retirement heduotions will be withheld (Crom basic pay in 


an amount equal to 5 ofthc enployoe's basic pay. In necordanea with 
procedures preacribed by the Tanoral scoounting Stfice, these daductions 
ars deposited in tha Treasury of the United ytates to tha erodit o% tha 
Civil Service Rotiremont anu Dinabilfty Pind, and nunropetas rod stor Se 
paymont of annuities, refunds, and other allowances. os baoic salary 
upon which retirenant deductionga aru to be computed is the anount 
anrned during the Mrst 40 houra of duty oac week, without rogard to 
the days of tne woek upon widol euen duty is performed (2b conv. Sen. 
Loe). 


The Fiseal Section will credit the retironent account of 
vach employes with the enount deducted from his basic salary, pay, or 
compensation for credit to tio Civil Service Retirement and Disability 
Amd (Seotian 12(a) of the Civil servico Retirement aot of 1! ay 29, 1930, 
as amended). 


b. Tax Peductions will be withheld from the exployee'a pay in 
accordance with provisions of Section 1622 of the Intemal levenue Code. 
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Veo wht -coldin,, proviptonu of soe code apply to all enployous wht tne 
axcapseton of thove whe are bo portorn services outside toe Ma bet Gates 
aurin, Goa meager part os th. calendar vane, 


Soe anounts wi viaebs whl. be deterainns Prom unlary teblen 
tusuod by toe Senoral Acoountin, Oofloe and Circular ove cevinad, LO4b, 
Lagued bY bag Bureau of Tohlemmal coavenuo, 


“tinoldlng, oxanptions wht) po allowed ead arployen on 
Vio Danka or “Mouploveats “itt olddny cxenption Corti Loste", Transury 
“orn Jed, on Filo with sou Poyrall di, “lsent jeethon. TS oan aalayoa 
Yadls or rerugyop wo Purvis oo cart t Sleate, Grand will te ofa catd oo ir 
big oapleyoo tad edesaaed ne wht potlddne exemption. oie “bed, Sip 
corti ftfente wilh retain in evfecs unstl si asuuded cathicteata tp 
Turmioned.,  Auendad corti vleatos mugt be Siled witein LO daya sion ion 
munber of axanptions ie caduced.,  Anended certiMeaten incrensin, sho 


” 


auubar ol exonotlens may ba “led atioany sine. 


vithholdiny,, Statamont, “orm Ted, showin, tlhe cross wnypos 
eadd and n.ount withheld for teven wil) be furutahed each onplovee 
within 6) days aftee Sng ologe of tie catondar your or sevnaration fron 
TLo Agunoye 


excean witaholdinives dua to an omployeets fabliuru to chlhe 
an axomption cortiMcate, “orm: edt, wlll not be adjusted. ixaend wl tie 
roldings due t canceled cheoks, overpayment of salary, cr arror may bo 
adjustad. atter sfthholdine Gtatoment, Farm ‘2, fans boon fiomished the 
anployee, excess deductiona cannet be adjusted and eny cefand due the 
anplovee will be made by the Yironu of Intornnal “evenua on the basia of 
tia enploveets inoonoe tax return, 


6. Bond peductions for the purchase of Uniteuc ctateo * waving s 
uonds inny be made from an employeo's salary only upon veaeiot of 
sreasury Vepartaen’ Yoru fio. 2254, Tydividual authorisation card and 
Qocord a’ Payroll Aliotaents, si,;med by the employga. sue aubkhort nae 
tions remain in effect until canceled by tho employes in writdiue or 
othoruise amended by execution o° anotier authorisation. 


Employees separated fron tne agency may deposit a suf 
Liolent maount to complete tie purchase prise of the bond buin,, curruantly 
purchased by payroll allotments. Any unappliod asounts of bond deduc- 
tions amuunting to 50¢ or more, romaininy; to the credit of the saployvo 
beins separated, will be refunded. 


8. Diatribution of Salary Cheoks and Ronds 


Salary checks will be distributed by the Fayroll Unit, *“scal 
Section, to designated payment clerks of the branoh, division, or oFfice 
in which the individual is employed. A list containing the nanes of 
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tho asplovees end providing, spaces Yor styontures will accompars ceo, 
croup of gheoks. ‘Tio olyned lietea avidanoin: racelipt o % tha ahooks by 
the onployeus waugt be returned te tue Payroll Unit. danediLately upon 
delivery of the chooks. Mmdoliverad vhooks noocempanied oy a nomorandua 
ntating, tia reason for non-dolivory must be returned at che same <drae. 
Tn those dustances whero an anmployes ta absant Crom work but Lt in know: 
that he will return witedn 5 days, tho payment olork aay rotnain the diet 


of undelivered chooks for the 5eday poriod. 


ugtrune care gust be exercised by payment clorka to inaure that 
aheoka do not basone lost or migplaved and that security repulations are 
not violnted. 


ited States savin fonda wlll ve mailod by the bayrol: Mmit, 
“tgonl Seotion, to tao addreas designated by gach omployoo, 


% Leavo Regulations 


Youchered employoor of trie Aponoy are yoverned by the leave 
ragulations preseribed by Sxacutive Crder to. 9414, and by snendnonts 
thereto issued by the United Statoa Civil services Comiisaton purnuant 
to Sgution “21 of that order. There follows a brie’ outline of tice 
leave regulations with respect to accrual and granting, of lenve. to~ 
gether with aduinistrative policies in specific cases. Yor npovcial 
cases involving leuave, the lenve rogulations mentioned mbovo should 
be consulted, or tie oayroll tmit, Pisesl seoetion, should be consulted 
for clarificution. 


ne Annual Leavo 


Pormane:t omployveg will be credited with Leave at tia 
rate of 1 day (8 hours) per bieweekly period. The minienin oradit for 
leave will be 4 hours, ad additional credits wil] be im nultiples 
thervol. Toenporary eaployees will be credited with leavo at the xnate 
of 24 days (20 hours) for each nonth of service. fecumzlated leave 
may be carried forward for use in suceveding years until it totals not. 
exceeding GO dsys; provided, that during the period of tne present 
enorponcy &9 days additional leave may be acoumulated; provided further, 
that when acoumletad leave sequels or exoeede 60 days, further inererse 
in ucoumulated leave shall be limited to 15 daya in any sucesudin;; year. 


Buployeos shall not be granted annual leave in oxoess of 
the anount accrued to thoir credit. Temporary smployecs siall not be 
granted leave intil immediately prior to the ond of the month in which 
it is earned. The mininum charge for annual leave will be one hour, 
and additional leave will bo charged in multiplos of one hour. 
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% lex Loave 

Cormmont and beaporacy omployeos shall ba croditad with 
nok lyave abv tie rate of Ll, daya (19 hours) por month. ‘The miniiun 
eredis for aiek Juave to lL heur, and additional credits aro in uultiplos 
theroof.  tnuned giek lunve neeruan nnd An available for lature uno 
provided thas tia balance to tbe crodit af the ovployes at the and of 
any mont: dogs no’, oxsaod 00 deya. 


Stei. loeve will bo preonted te aaployoos soon they are ine 
crapnettated for the porfemance of Ghatr duties by nicknony, injury, or 
prapnanay and confinamait, or Jor modsenl, dontal, or optical oxzaninn+ 
thon ar frantment, or when a maabor o7 the fiamedinte amily of the 
oaplovee La onvflieted with a conta, jour dineane pad raquirvag ur cara 
und attendance of the enpleyug, or whan, throug: ¢xposuru fo Gor beays ous 
disonge, tee vrasoace of the anplovee at his post of duty rould Joope 
ardize the nealt!) oc othera, “ho vinimure chan for siek leave will be 
Lohour, mig sddi¢ional leave will be charged in mibtipios af L howd. 


AN ap ieyee wee in absent beeause of olekness should notily 
U8 superviser as early as practionble on the Pirat day oF gua, absanes, 
or as soon thereatter as possible. Yndlurag to give such notice may 
result in the absenes being oharjed to antual leava or leave without 
pay, os tha clroumatances may justify. Requoste ror sice lunve vor 
modienl, dental, or optical examination or treatment shall bo mbultted 
ror approval prior to the bavinnin,, of the leave. 


vodicnl earbtivicates will not bo raquired “or sick leave 
of S days or loss. Sick leave jin excess of 4 wore dave rust be supported 
by uw modieonl cartifciecate, or ollar evidouoe ndiinistratively aceoptable, 
wich must be Milod within 16 days atter return te duty. Siok leava Sor 
nodienl, dental, or optical exmaination or treatment mist be muppeartad 
by a2 certivicate of the unployee tint 'e hac reavived suc! treatment’ or 
exarination and shall inolude the name and address of the plrsleian, 
dentiat, ar other practitioner visited und tia dete and nour ar Geo 
visit. 

When sick loave oocurs within a 
uid lasts & OF Bore GosGoUtive work days, %!: fod of Lliness may be 
charged as sick leave aid tho charge against annual leave reduced 
accordingly. Application for suct, substitution of sick leave for annua) 
leave shall be made within 2 days after retum to duty and shail be 
supported by a nedical certi“icate, or othor evidence aduinistratively 
aceeptable. 


period ao? annual lenve 
an awe 


In casos of serious disability or ailments, and when the 
oxigencies of the situation so requiro, sick leave may be advanced %& 
permanent employees not in excess of 30 days; provided that no advance 
of giok leave snall be made to any employee unless the absenoo fron 
duty on account of illness ia for a period, or perioda, of S or more 
conseoutive work days; that overy application for advance sick lsave 
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Ball oo uipported by a sedicul certificate, ang that the totel of sua 
aavancen anall be charged againat slew loave subsequontly croadi bed, 
diel Leave tusy be advanced Irrespective of whather the enployao ‘eK 
annual leave to his erodit, 


otek Juave shall not by advanced to an anmpvlovna holdin, a 
Lindted apposatment, on one oxplriny, on a spoolfiod date, in oxcoss of" 
tia Votal shok luave that wold aeecruy durtny t)o remainiay, pertod af 
gvoh nppolatanent. 


Oo. Court Leave 
PE SHEAROAS ee AEN PSION 


"hon an eanployoo La absent from duty for attondunocp in 
court aga witness Le bobalroof the United States or tre Sqvernaunt of 
vio D¢abrict of columbia, or for Jury duty in any Dtate court or court 
of tre United statan, the absence from duty shall not be ehariced nynduet 
aputial leave but should le resorded as “gourt leave.” 


d. Leave for Civil service Examination 
bos natant tenetertintememtnetnerimnememmimtnataeentemandion aarcmasetaeaate eee 


Tr accerdance with stendard practice, thy onployeon o> 
thie ayeney will be granted time off without charge asninst Loava for 
tea tiae nooessary to coupleote (1) non-competitive exuminetions foes 
promotion, or (2) open competitive exeminntions Sor thei: presont jobs 
prior ta the astublistment of ragisters of oligibles, jrylo ‘vos will 
vO “ranted time off without chargo auiost leave ta take any Civil 
wrvioe examination vrevieusly taken apd Padled, providsny 24 applios 
to their present job. However, those enployoes who, in order to qualisy 
for sg raypisher, take ops comuetitive examinetiens other Hoar those 
required for their prasent jobs will do so on annunl loavo. 


0. Y¥aternity Loave 
PATE RS MEE 


imder authority of repulations rolntio: So annual and niek 
leave of government euployees, applications “or materni ty loave may bo 
approved by the Chiet, Personnel Division, FY A Sraneh, undor tie Colliow- 
ing olroumatances: (1) written application will be subaitted, neocon 
vanied by a doctor's certifioate on Standard Form 71, and (2) normally, 
waternd ty leave wilt not exceod «ix nontha, including accumulated adel 
leave, accugulated annual leave, and leave without pay status for any 
Dalance of the six months! period after accumulated sic’ and annual 
leave have been used up. 


Upen receipt of written advice from the attending prysiocian 
cortifying to the absolute necessity therefor, the Chief, Personmel 
Hivision, fA Branch, may arprove extonsion of an additional six nonths! 
teriod of maternity leave in a leave without pay status. 
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en TE ALS, hary Lonve 

“tlitary leave vor trainin: purposes only, “without loss 
of pay, tine, or aftieleues cating” will be pranted to ‘re;ular" 
ad loveua of tig Ualted Utates who are nembors of the Natlonal chard, 
’2icora’ \guerve Corpa, or the naval, Varino Corpa, or Conant Quard 
Ragervo. Tur porary, gubstitute, and “when actually employed" porsonnel 
are rot ontitiea to military leave. in gonural, miiitary leave may not 
exceed 2b days in any one oalondar yenr, jdidtbonal time during a 
onlendar yoor will be clarved ag annual loave or leava without pay as 
deterninod by Shoe anclovoe. 


An onpdovou destring allitury leava should subuit shandard 
Para Wo. TL, Application Sor jeuve, acoompantod by two coplen o.” hia 
milbtarcy orders. foo leave wil) be reported on thea flaw and ~ttendandae 
Veport, Cora 1380, dn the coolio tarked ‘Other’ with the notation 
“oddttary conve" placed tino nhe “Qqaarta"” bleck. 


ye Leave “Avhowt +n 


theorems areca caper 


imployees will be eliyible ‘or leave withouls pay rujard- 
tess of too Langth of survico or th: ract that annual or aick leave ae 
bgon acoumulated. Authorinaation of gugeh leave, while a matéer af 
wlalnistrative dincretion, si culd be based on a reasonable oxpsotation 
baat Sha onployee will return & duty at the oad of the approved poriod, 
In addition, at least ong of the Sollowing bone lite should remlt “ron 
auch absence: protection or improvement of employee's nualth; retention 
or a desirable umployos; inerenged ability te perform the uaties of bis 
pasitions preservation of continuity of service in caso 9” injury or 
ticimenas ancurrod in line of duns; provision for an oversean onuloyce 
*o return to this country for personni reasong suoh as Sanily Lilneas. 


Ail Leave Without Pay in oxcess of sixty days aunts bu 
nporoved by the (hiot, Tersonnel bivigion. 


he. Compensatory Leave 


Employoes nay be granted compensatory leave for approved 
25X1A overtine worked in accordancy with the provisions o7 CTG Administrative 
Tye truotion « §uch leave will be reported on tho “ime and 
Attendance Fepert, form 113), lRovised. 


29X1A 


Bean 


In accordance with existin;, statutes and regulations the Travel 
Unit, Fiscal Section, will audit and certify ror zaymont traveler's 
retmburgonent vouchers, sransportation bills fron carriers for trans« 
portation furnished on Governmont Transportation Requests, and travel 
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adjugtmon vouchers from athorc jovernmeunt ayencles. Tho Travel ymdt 
will alao rendor the “Sollowin, assintanoa to travelora; arrwiyo Sor 

travel advancesy asatst in the proparation of travel relmbursement 

voucherny assist dn handling Sunoral Accounting, Offioe oxcaptionn and 
inquirles by perforning, related researoh work) audit travol vouchers 
af military and naval personnels and agslev travelera on problors and 
procediuron related to travel. Thuy responsibility of autnorisiny, or 
approviny, travol, duauing Tramnportation Requeste to the traveler, 

i‘natructiny, travelers, otc.e, iu vested in the Yrauspoestation Raation, 
sorvices Pivislon, «Ae wo Adninintrative Tistruction | i .) 


ie: 


1. Advance of Munds 


et Te clenteernatatl 


ae Sond bry: 


at 


Abamoces of offfieinl funds So cover the uxponson of an 
ou, loyoe in travel stetun and/or cost of moins, household jooda within 
tho continental linits of toe Mnited States whll be made only £2 the 
oaployea executes a Nond of Indemnity. Tro cost af Wie promiun in 
nocuring such a bend (25.00) fa borne personally by tho enplovea. 


Thea Praveal (Unit, Wiseal section, will assintk tho Sravelor 
in soourinyg, the required bond and preparing the Application Por Advanco 
of Funds for Travel Expenses (Standard form 1048, Hevised). “he Oravel 
nit will seours the advance o” funds and arranzo for the travolour to 
pleok up the chook. 


DO. Acoounting for Advances 


se eat 


She travoler must account “or advances of funds in accerd= 
anca with Gonoral Rejulatd onc RR Revised, wate. provides in vart, 
ae Lollowa: 


"avery traveler to whom an advance of funds haw boon 
made under the Subsistence Uuxpense set of 1925, or 
any other act autiorizing advencos for like vurpnses, 
will, upon return to his permanent station, pronptly 
preparo and submit through his administrative office 
his travel expense aocount on Stendard Forma No. 1012, 
Revised, Seo Par. 84, Standardised Government Travel 
Regulations./ Tn addition thereto, the said travoelor 
will remit With hin inal travel voucher any palenee 
of travel advances for whicl: he is accountable to tho 
designated person in the department, estavliahment, 
bureau, or office, Khose duty it is to rncoive such: 
collections...." 


The fravel mit, Figseal Section, will receive such colleotions and 


forward them to the Accounts Unit, Fiscal Section, for seheduliny, to 
the disbursing offioer. 
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o. Recovery of Delfuguent Advances 


oe Aan AY SIN UREN re Ge eee i Hh = ED Sa 


a 


44 Stat. ONO, boi.c. O80, provides, In cannaetion V5.0) 
travel advances, that “Any guma so advanced shall be recovered “ron 
the person to waom advanced, or bin antate, by teduotion Srori ity 
amount due from the United wtotes or by suen othor lojul method of 
rocovery us may be nuagonserye” TY t vravelor refuees to refund the 
amount of hia travel advange due and where co hes moa Auta: travel 
voucher widol may bo applied agalist the advange due, the anount, of 
udvenog due will be dedusted fram grahary paymente fie bits, 


2. Reimburaument Youoiar for Gravel “xponses 
ROR AT he? ABT RLM ST UE 


ArT ei eta HE Ct OR mane calle RN oem rey Ae SENT TEED LAI SON 


aw Preparation qnd Subnaisaton 
sepia emilee) Mention 


emcee: Aa an tm 


Tt is the responsibility of cach. traveler to orepare his 
travel voucher in proper form. “Vowever, upon request, ‘he Travel invite 
“tReal Soction, will oxtend atvice and aguiatence dui connection with 
tie preparation of vouchors. 


Public Youchor Sor latnbursaaent of Travel and Other 
Eexponses including, fer Olam, Standard ora LOLZ, will be submitted 
after the completion of ouch trip of leas than two monthe. Vor trips 
in axcess of two months mombhl: accounts must be submitted, oitier on 
a onalondar month basia or wouthly aMer the buginnins: of the travel. 
“here an amployee uses Governniont Transportation aquest tor ofricias 
travel porremied win common carrier but claime no per dian or otier 
expenses, ve will nevertheless be required ta submdt Stamudard ford 1012 
‘ha travel voucier should enumerate #11 reimbursable oxporne iteriu 
incidental to tie travel perforned av woll as ellownble oxponsos for 
movenaat of household goods within the continental Mita of the imived 
tintoa (ixecutive (rder 9405), Tho travel account must be a,praved 
administratively by the Chief of tie Office or Sta’? Suction, or Ais 
dusivnee, and forwarded tn quadcuplients to the Travol Unit, Piseal 
Seetion, for audit and certi “ication for payment. “he travel vorehoer 
ust be supported by legible mancranduis co:ius of Transportation Loquogts 
issuad and any unused portion of tickets. 


b. Audit and Certification for -aymont 


An administrative audit of Standard Fern 1012 nay bea 
performed by the Travel Unit, “iscal Section, to determino 42 tho travel 
win performed as authorized in accordance with Standardized Governnont 
fravol Yesulationg, ag amended, Burenu of the Budget Cireular A-7, 
Revised, and portinent Travel Order. Any suspensions or deductions 
from she amount olaimed will be reported to the traveler on an 
“administrative Audit bifference tatemont" together with an oxpinna~ 
tion, where applicable, of the information necessary to support a 
reclain of the amouné previously suspended. After approval and 
cartifieation, the travel account will be submitted to the Disbursing 
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Urftloer for paymunts n copy of thw voucier will be sent to Avoounta 
Init, “Leeal Section, for posting, and UWquidation of ODL ation oa- 
tunlished on the basis of the Travel Gpder. "Mo expense” vouchors 
will be handled similarly, except tiat they will not bu aubmitted to 
Che Ylaburain: orfloor. 


S. Onrriors' Billings 


Carrioro’ pillings (Pablie Youo.or Lor Sranaportation of 
Passengors, Standard orn VY, supported by tite original Tranoportie= 
tion Requests or affidavit anicernin, sheir loas, will bo received in 
tio Travel Unit, Pisual seotion, for administrative audit and oortirion- 
tion for paymont, ‘tie transportation voudier, the original Transportation 
requast, nud the meoorandun copy of tie Transportation Fequout will be 
ensecked to deotenidue that all three confor. 


Ye nm carriers' billiny; Cor passenger transportation is receivad 
vrior to receipt of tre travelerts reimbursement voucher, tho travelor 
will be requested to promptly gsubalt ifs voucher in order thas the 
weno randur: coplua of toe Transportation Request may he croaked with 
tiw carrierst billing. 


than a carrier without napiigence ana in Good faith furnialen 
transportation on a Gevernnent Srarnsportation vequost fraudulently used, 
AG is ortitled to payment Lov tise servieus rendered. Tr the txote show 
negligence on the part of the Federal eployeo to whom the Reuest wee 
iasued in failing to properly safecuard the Trannportation Ueyuerts tn 
uccordancs with Parsprayh OS of the Standardized Government fravol 
tegulations, t.0 cest ef the transportation muet be Charged nugaing’ the 
A ae (14 Comp. Gen. 631. See also CTG Administrative tustruetion 


25X1A 2 ‘ransportation Reyussts Lost, stolen, or Cantcelon). 


4. Adjustauent Voushors fron Federal Aponclos 
bestateernstanertnnetataneeneeemtnnstmanendmneteanteminnmamn anges ein aanane Te 
Adjustaent vouchers for travel from other gevernnout agencies, 
supported by a copy of the agreement authorising the travel, will he 
rocoived in the Travel Unit, “seal Snetion, for administrative audit 
and cortifieation for payment. 


5. Transportation Requests Lost, Stolon, or Canceled 
tenant nearer ements aneen creee ee aS 


Upon rocoipt of informution from the Transportation Section, 
Services Division, that Government Transportation Requests have been 
lost or stolen, the Travel Unit, “iscal Section, will report such inProre 
mation to the General Accounting (ffice. This report must cite the 
sransportation Request numbers iost or stolen, the book number in which 
they were contained, and inelude an explanation of the facts surrounding; 
the logs or theft. In tho ovent that such transportation requests are 
subsequontly recovered, they should be forwarded to the Transportation 
Section, Services Division, for cancellation and transmission to the 
Wiseal Section, 
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Tie Travel Uuit, “Laonl soction, will forward nll oangolud 
nequsats to the Sureau of federal Supply, Treasury bepartment. tides 
no Glrounstanoun ghoul the nequest be used ater having buen raported 
ng dost or stolen. (Hue CIC Administrative Inatruetiona | o 


rey mete ve 


BOD TRANS SPORTATYCH RBELE TINGS 


AEP ee enna AE tt Ateegerrda 


Tie Claims mit, «teesl Seetion, ts reaponalble for admwiudutrative 
audit and certification for payment of transportation billdugs ineldont 
to the use of Govornment Nills of Lading., Tae Sorvioos Niviaton dn 
responsible for authorfsin,, transportation and daauin,, Governsent Hill 
of tnadine. 


1, Guvermaont Billa of jadin:: 


( eeieniaimnentamimnmnamsmnebnantaanes comane cocaine’ 


Fhe gyervices Oiviston wiil tusue Sovernment Jilla ov jadiny, 


orm NWO. , and Mondial the Aesounsa tnit, °Lpenl seuetion, with o 
copy showin the allotuont account to bu charged and the ustineted cost 
of toa g#hipment involved. An obligation wilt be esta: liahod on the 
‘dlotaens Ledyor and nan copy of tho “WLLL or Tadiny: retained Jn tho 
“incal Jootlon pendin. reewips o° tee earriers' transportation bili. 


iY the ord,jimal bill of Ladin, is lost or deatroyod, a 
Cortieates in Lieu of Lost Hill om Ladin: (Standard rors No. LLOGS 4s 
used ag a basis for settlement of she trausport tation charyes., If the 
original BALL of Ladiny is Soanted before settiloment io nade on tue 
certifieato, tho orijsinnl 4s substituted therefor and the cortiiieata 
ts cauceled, If the original {a lovated after settlement is nade, Lt 
aust, ho sent to the “Lscal ceation for forwarding to the Ulaius ivisior, 
Ganeral accounting OLrilos, with dtabursiny office references so the 
paid billing coverim; the Certificate in Jieu of Jost Rill of Lading 
(hme. 10, Goneral Regulations tevised). 


2. *roight, sxpress, and Cargo 


The Services Pivision issuca Governmont Mlls of Lading to 
conmeroial carriers for freiint, express, and cargo shipmouts of 
sovernment property. fills of Ladin; are net issued for giipmonts by 
cyG trucks or vans, or by Naollities of the Var, Havy, and Stute 
Nepartmenta. 


At the tine roquests tor cargo shipments are issuod to Yar and 
Navy Department officials, if the costs thereof are to be sharjod to 
vouchered funds, two copios of a “igoullnanous Obligation Reoord are 
prepared by the Cargo Unit, Transportation Sectson, and gent vin the 
Budget Section to the Accounts mit, “{scal Section, for oblization. 
(me copy stamped "Obligated" ia returned te the Cargo mit, Transporta- 
tion Section. The Wiscellaneaus Obligation Record will be supported 
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by Soy Cargo Unit's request to ror Navy; ar, in livgu of suoh letter, 
nocarhi Toate as follows will be made on the oAscellaneous Ob att on 
Rocoemls “Poe shipnent coverod by this degument was authortned by tho 
“rangsportation Snetion in necordanees with extating Ayonoy and Govern- 
mont roeyulntiona; was in the interest of the Governnent, and ia properly 
supported by authontlented doounentsa retaimod in tie Shlesg o% the Carpe 
Minit.” 


TP a Governmont BELL of Tading le used for tic movenent of? 
darpo to toe port of cabarkation, two menorandun copies showing tn 
oatinate of gotpping gosta to the port, are furnished tie Accounts nit, 
Misenl geotion, for obligation. A ‘Lseollaneoun Obligation veuord ia 
propared, as avutlined nbovro, So cover costs from tia port of oembarica- 
tion to destination. 


4. jovement of tousahoid Wrreota 


ate ebenat ct RENAN nt <0 emen aan: 


ae Yhthin Continental tmdited sentos 


a cauackbnctinatbemtmartennenhamnansbemtaeanan tratenamntnme ane a atematendemrged 


Pa 


Uxpenses fuoldent co tha transportation of houneboid -oads 
sid parsonel efocts butwaan points within the Continental United sriatog 
will be allowed in accordance with <xecutivoe Order 9406, Lo properisy 
authorized by the umployvuo's “ravel Gyder and Transfer powers ther 
onployes transforred will mske all arranserents for such shipnents and 
way all expenses. In order to obtain reinbursevent Lor transportation 
expenses allowable under Gxecutive Ordor 9805, the omploves munt submit. 
thandard Por: 1012 with necessary supporting doounents to tie Travel 
‘nit, Pineal Section. An advance o2 funds ciny be allowed employsern 
being transferred for tha shiormt of their hoiugeiold -oods and versonal 
yffoota. (Seo CTC tuministrative catriest ar (il » AQvansea ay 
“Aunds, ) Ob14A zations covorii:; esticnted oxponses for me). aii prenty 
will he ostablishod from the “rravel tirder, 


b. Outaide Continental United States 


Transportation of hacserold goods and parsonai osfeoctu to 
or from points outaide tho Continental Mmited States, allowed in necerde 
ance with oxeoutive Order 9805, will be covered by Governnont Bill of 
Lading or Purchase Order for movenont by comaercinl carrigra, and ty 
reyuestes to the “ar, Havy, or State Vopartments for overseas shipnents 
made through theirc facilities. Obligations coverin, estimated cost of 
such shipmente will bo established in accordance with the procedure 
outlined in CIG Administrative Tnetruction EE é 


4. “ail and Parcel Post 


Paroel post may be used as a method of transporting Covernment 
property when the cost is equal to or less than freight or oxpress 
(Postal Lawa and Regulations, Sections 578 and 618). 
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Parcel] pont tnaurance on siipaents of Government property by 
tra Government La uot conmiderad in the antegory oF rugular naurance 
but Ss a Poa for addttionnl soa better nerviee and an auai: Lu payable 
mm the ground teat the survice rendered io essentially ong of trannpor- 
tution (3 C.G. Sil: 22 ced, O92), 


5. Wwdllin,s and Cyaing 
ALlls rocolved Crom cuarciors uubjuct te the tnterstate 
“armercea Act, ne wnondod, or tia Civil forenuuties sot ef 4985 wile ue 
PALA upon presentation prior te andl t or aettloment vy sie Gonoral 
Acoounting office (feution $22, Yranspurtation Aes of Luan), 


Mablia Vougher far Transportasion C aryog, Standard Som ll1o, 
auported by the orluinal PALL of Luding (or cartiffeate in Liou ot 
homt WLLL of Lading) will be requtved in tie Clatas ‘mit, MLaonl Seotion, 
for adnintstrativoe sudit and cortiffention for jeymonut. Mia vousuer, 
orisinal Rill of lading, and Soe obitcated copy of tea V1) of lading 
WAL bo ahead to detorminn tint all corea aonfor,. 


War, Navy, or State Jeparctnent vouchers for Sorodin ourygo 
abvoments, enargeabla to venchored Sunda, will be received by the Cargo 
it, Transportation seetion, services Division. Sueh vouciors will 
Ha treaamicted tu tha Cinimas Uyit, “senl Sootion, aft nan teoangnitteal 
menorandum containing « cert i feation miading guostantinily an Sollows: 
"sho services covered by teu billings aa listed save ee: rendered on 
voralf of tila Agency np autlorizod in accordance wit, requesta on Tle 
La thin affteo." The Clains Uni-, *Lsen) eootion, wili make an senind ae 
wrative andit of the youshors and eartifty then for parmont. 


ME eccases wen surrey otis teat 
See 


The Pollowiny Stems will bo considered by the Claims Untt, “Leoul 
Section, in tne sudit and oorti Mention for payment oF” applicable 
vouchers. 


29X1A 


ROON AT, 


i 


1. Vouchers and B4llinsa «= Generel 
SE aeRO LTE AEE EEE OPO NONE I —RRSLI BN ON SSE AS LEC ETE 


Standard Form 1054, “Public Vouchos for Purchases ana jervices 
thor Than Fersonal," is used, ponerally, for vouchering all demands 
against the Government involving expenditure other than for personal 
servioes, except those demands for whioh apooial formas of vouchers have 
beon or may hereafter bo prescribed by the Comptroller Genornl. Servicas 
and/or materials coverad by the voucher must be supported by purolinse 

25X1A oriera, contracts, agreoments, or.othor requestin;, documents which are 
in conformance with presoribed regulations and statutes. (or mandatory 
solrces of supply, soo Adminintrative Instruction a 


tt 
re Oa 
net | 


get 
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Ot. P| Paperntion 
Vouchers covering purahanes and dervicos other than purnonnat 
Will ba prepared or sunplated hy tho “incal Processing mit, isaend 
Seotion. VYoendora wilt be onoournced to mibuit theater bill nin on ntandare 
voucober “opms, 


THO Macal cection fa regpensible for Oo awobing the 
voucler by Pilling in all applicable spaces except those witolh ara oovie 
ously for cor; lotion by the Dinburatne Offteer or tue Cenoral / coounking: 
OMPLeu. Tha ragpongibility ineludes tie breakdown of charges by ap} 
yropriation, Uimttntion, «llotmont nceount, ab joot clansi CLeatdon, anc 
nvellonahble snounte. 


Cc. Yondor's certiffloation 
A Ae I Re el CPE AAT CCTTRD ATOLL eaee ea Ney ts Tate 


Tha Comptroller General une ruled that. althouy!. the 
Autlortned Cortifyiog off lecers are not relieved of rosponntbili¢y, the 
certificate reproduced below constituted ns Proper and gurfloiant wnrranty 
by treo vendora that all conditions 0. the furcbanon cr gontraety have 
boen comphted with (RL ec, LLG2); 


"Y cortify that thea avave pill ta correet ani juste: 
thet payment thorefor has not buen recealved; that ni} 
statutory requirements as to Arertean produetion ana 
labor atandards, and all conditiona of purchade 
applicable to the: Cransaetion ‘ave been complied with: 
iil that gtate or iocal taxes are not included in tig 
anounts billed.” 


The aiimature and titia of tia individual Biimin,, the 
corti “cate mist be sliown on the or.ganal voucher or inveico. iinature 


by proxy on tie cortifteation 0” bills by vandora or tho corti ™ontion 
of vouche-s for payment is not acao)ptable. 


a, aid te Claisants 


Aid to claimants in conwotion with the BUupporh or prosgoue 
tion of claina against the mited “tates is prohibited by Section 109 of 
the Criminal Code, whic!, provides ag follows; 


“Whoever, being an offtoer of tie United States, or a 
person holding any place of trust or profit, or dis-~ 
charging any offféial fmetion under, or in connection 
with, any exooutive department of the Qovernmont of 
the United States, or under tho Sqnate or Nouse of 


CONFIDENTIAL 
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nopredentativesa of treo United jrates, ahall net on an 
agent or attorney for prosnouting, any olaim apainet 

the Imited tates, or in any maunsr, or by any moans, 
othorwiao than in discharge of hin proper official 
duties, sioll aid or anelat in toe proneeution or 
support of any sue’. elaim, or ruceive any jratublty, or 
any stare of or {ntorest in any olatm from any olatvrmeut 
ngaingl tha tmitad C#ntea, with intondt tu aldo or anndat, 
or ie consideration of havin: alaead or agadstod, di the 
prosaoution of sto elainu, sralii be “inad not aore shan 
26,000, or daprisoned not more than ane year or hot 
Cl@ Ue. Lok, 


Th confortenoe wit! tha above ientional shesuge nn dh 
apliom to yom sastdemont af vendors! accounts, thea pasiey av side 
Avena whl be Coat sie major ranponsibility cor tia performance of nets 
nacoseary tO seoure oAymMate must bea porforned by the vondors til 
notitienwlon of claimants is undesirable. jowever, when substantial 
interugts of the Apenoy will o8 served by tia clearing of partioular 
oven accounts, the “isoal sgotion may inform vendors thet billinga have 
not been received from thon an. that, in tie absence of sual: oillin,:a, 
paymont of their accounts cannet bo nade. 


ee Vouehers ang Wilings - Spocial 


A ee aan og qeree 


Tle Tollowine types of vouchors and OLilings will recuire 
anneiel conatderation mei bandling ng indicated: 


ne Telephone Youchers 


Voushers ooveriny, tulepinone oxahan.o services (oxcept sarvice 
under te Mederal Suppl; Senedule contracts! must be shipported by 2 cone 
tract whict indicates tho telephone number aud lists 6.0 exchunco charnco. 
AMondmants to the contracs must be exeouted in to cvant of ebangen in 
the exclinnge servioe rate. Non-recurring chargua such as inatalletions 
and inside nove charges must be specifically covered by tin contract or 
an amendment tiureto, except suc! services as are rendered under the 
Federal Sljply seneduls contracts. 


(1) Long Distance Calls 


For vaoh lon,; distance call the veucher must be sup- 
ported by a toll enll slip, whieh provides gufficient information for 
idontification and verification. Vouchers covering lon;; distance calls 
nust contain the following certification: "The long distance calls 
emmerasod on thia voucher were necessnry in the interest of the Govern- 
nent." Govermnmont tolephone facilitios may not be used for wofrricinl 
or porsosal calls. 


a 
i? 


ONFINEN TH 
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b. ‘folograph, cable, Lensed “dre, and Pato Vouohors 

treet es lee a arenat o-anseni amram neta abies cueoe as een acoe 

BLIMuys for selayrayi and enble moasayes push pe sup~ 
porte by C1) orl inala of memsayes fLlad to be sant “ehaurcgos paid", 
(2) onrbon copy of massages cavetved "charses collect", nnd (5S Unvodiee 
Bhowin,, ariount of onch maasage. Vouonsers ooveriny leanud wird nowsayon 
will be supported Ly contrast and by telenmoter readings $2 the contract 
ta based on words Srangmittod. Vouchers for radio monungos will be 
suppertad oy cartiMiertion of to Conmmuntentiona viviston, 


(1) Personal tosses 


- Lineman thente tania 


Fergonnl mesanyen may netobe transmithed be covernnant 
Vacs li¢iog or ab yovermnmont expunag. 


“ossapos which pertata to lanava of absences or paynont 
of salary or expense vouclera or any antter or n purels porsona’ natures 
must not be sant at poverument oapense. “esgagon dirocbls rusorving 
hotel soooamodations ere considered unofflofal., cowever, thu nere 
‘stontion af hotel reservations fim mossayes relating to of Meial sasdrose 
votweon administrative offlelala av! enployees aay be considered ap 
~neidental cu tie of Metal business involved anu tho costa a” suen 
HenBwa es may be conatldured as cuaryoable to appropriated funds ravier 
than as personal expenses (24 Cate 638). Charges for nessagen roserving, 
airplane, slooping-oar or atenner accommodations aro proporly charceable 
So Grangporteablon oxpenses anc any bo allewed on tie traveler's rodre 
bursanent voucwr whan supported by a natisvactory exylanathon sv cowiie: 
wo nacesnsivy therofor (var. 67 Sovernnont Travel Poculntionn’. 


Ce Petty Cash Youchors 


nie ere 


In accordance with Geusral Papi dlavions PL sal desivnea tad 
indf{viduals af this Agency have been authorized so make potty purchases 
vor offfoial purposes. Suet nutrortzationus will inelude a otipnulation 
as te the amount wiich say be oxponded Cor fudividual purchases, and 
the total amounS wile) may be expendod tor sveoi@4e poriods. Voucher 
for Petty Purchases, Standard Form 1129, must itemize patty expenditures 
on the reverse side and be supported by receipts when cash purchases are 
Por $1.00 or nore (and lasser amounts if receipta area conveniont ix 
secure), or other form cof paymon* evidence. Sue: vouchera ahould be 
subnitted montily. 


dad. Vouchers from Otner Government Agencies 


Requests to other government agencies for sorvices and/or 
materials not covered by the mandatory sourcos of supply (seo Adminis- 
trative Instruction Y are accomplished by letters of agreenent 
aiyned by properly authorized officials of the agoncies ccncernede 
Adjustment Voucher, Standard Forma 1080, cowerin,; reimbursenunt or advance 
af Sunde for such services and/or materials must be supported by a copy 

£ the agreement. 
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'. Advance baynants 
Caneel asa at ttn 


a Gubscriptiona 


Woe tMurnished py toe Supply caetion with oraper purennse 
documants, nuthorised Gurtifving orttoera of the Fiscal Syoetion may 
cartifcy advance payments for annual gubsartptions to newspapers, se justine, 
periodicals, aad othurx publications required for ofLolal use as author 
dazed by law. Comptroller General's ‘polaton 4ei7849G, dated 2 .ovenber 
45, provides in part an follows; "Payment for subseriptions Go news+ 
‘ pepore, macasings, and othor periodieals may be made dno advence from 

aurrent Punds oSierviige avallable Sor suce purposan although: pertod 
ooverod «ny bo in oxecogs of ono vonr, © 


roat Csties Hox ental 


AE Oe A AERO ARES IOS RNP ANT SOE eRe Yt 


a 
s 


The Comptroller Ceaneralts Decieton (R-57829) renderac to 
the Yureaanu of the Qudyet caulod that paynent iu advance of Post orfice 
box rental woulu not ve considered In contravention to Seetion 6640 of 
thu Poviged statuter. Based on thin dectaton, Bullotin ve. LaOGs, 
August 1d, LOGo, wan issued anondin, | antal Regulations Be oan to require 
advance payment of suel rontnl.  Stundard Yor: 104d vouchers will be 
propared fer and sijned by tre Coutanater at tho time Port Crrlee boxes 
area rented. Tho voucrer will be supported vy a proper purchase document 
and must shew the coat O’flae box number a: cd the aaoumt te bo patd by 
quarter for rental throug) toe end of tie ourrent “Local year.  nhould 
activities raquire the reoloage of any box during the fisenl yonr, the 
Pogtnagter should be Sornally notified ag te tie date the box will be 
roloasad. The local ‘\oytnaster will make ro refind Sor quarterly partoun 
during wiih wo sorviesd wag rondored, 


Ge Postaye Stamps 


Tn order to secure postage utwups, a weandard iors lose 
vouc'er will be prepared paynble to “he Costmanter, indicatdn,, the nunber 
sud denomination of She steaps danired. Upon presentation of this voucher, 
and a properly oxecuted Purohase Order, tiie Poatmaster will certis: the 
vouchor, The voucher will then be forwarded for payment with nm notation 
that the check ‘3 to be delivered to the Yiscal Processiny "mit, Tiscal 
Jeotion. Tie chack will thun bo delivered to t)o Fos taanater and the 
stanps issued. “here thore is more than ono Post Office in n city, 
staupsa will be purchased from the main station rather than frou a sub~ 
station. 


4. Discounts and Pfanalty Charges on Contracts 


fa. Discoumts 


(1) Trade 


A trade discount is an allowance mnde to the (overn- 


. 


gent for volume purchases whic: has tie effect of decreasing, the cost 


Pee acre ta ee 
RSE AP ad 
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pricy to tha Gavernmont., A trade disoount nshowld oe deducted Cron tie 
ytoss list price of nn article unless there 4a a atipulation Jno che bid 
or contract to Lie offeot tha the trade dissount a@l.all be taken alter 
doductiong of the cradeedin aliowanice have boaen made. 


—_~ 
ae 


ay 
—< 


Mina 

f tine diggaunt is un offer by a vendor or mn spucl fed 
Qeduetion witeh may be made from the billéng if pata within a etipulnted 
perfod, “ine discount vouchern will be identi fled as sual mnd processed 
imaadiately so trat tug bonefite of the diseount of fered nay be realised. 
‘nlegs other terma are oxtiotent, tho dae of delivery or tio date a. 
sorroot billing is received, wiiehever fa the Inter, ginll be weed ass 
tes beyinnin, af tie dtisoolus pastod. 


fou voucher du pada arter «a diaceunt porlod has 
uxpired, the offered dincouns siould not ba Jeduotcd (unless the vendor 
uxtends the period) anu a oatisfactory statement indicatin;, the reason 
for the Avglay in payment must ba attached to the voucher. In She absenoe 
of gush gtatenent a collwotion will Le offected from tio responsible 
individual, 


bh. Vonalty Craryes on Contracts 


eben aba einer — 


whenever it is apparent that payment will not be made witaiu 
tho ponelty pertod atipulnted in the contrags fer motered servioess sion 
no olectrioity, gas, water, ote., tha gross rates will be appilod, Ts 
will be nucessar/ in sucli cases ta accompany tre voucher wht: a stacenent 
justiftyin, the delay. If the contrect Joos nov contain a provigian Por 
payment of an penul by, Lo may not be vai Srom Goverment Tudds 64 Cel, 
ary. 


5H. Imeuthorized buronnsos 


U peetneantioaanel 


When an improper purchase pas been made by a Covemmurt erployvue, 
the Government cannet properly mnako payment for suci. purchase.  owever, 
the Govermaont bas a nornal oblisation in such instances to nee that the 
vendor is paid. Therefore, the enpluyee mhall be inforned tont lie tas 
made a purchase for whicn the (Governmont has no authority to make pay- 
mont ard an explanation of the cotrolling lswa and regulations ahall bs 
fumished the employes. "oreover, he will bo required to personally 
make (eriediate settlement. The eaaployve may return the article purchasod 
or kewp it if he pays for it Yrom his personal funis. IL the vender 
rankoes inquiry regardin,; nonpayment of his account, he shall be inforasd 
of the fasts and advised that the employee has been roquested to settle 
sho matter porsonally. 
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ho rigoal Geetion Ls reaponsible for all oolleetion functions 
tnetdent te yvousherad activities of the Agency. ColleotLonn received 
in “ushin, ton ave identified and aelwduled Cor deposit by the Accounts 
Intt, Finonl heotion. 


Maployoos ontrusted with public Sunds are eld porgonally linble 
for the nafekeepiny, of all sues Sanda received by thom. (Soa fpdninia- 
trative Instruction RM) 4 ts unlawtul fee any omploven to oonvert 
to his own use, loan wlth or without interest, deposit in any bank, or 
axohance tor any Suda, any public money eutrusted to him, except as 


apect Soaully authorized by law. 


lL. bDopoadt of Colloctionns 


ep ome eee 


jection S62) of fa vevised U+satutes providers that "ivery 
person who sinall hava moneys of the Imited States in hia tuonds or 
possession, nnd disbursim, offleers baring moneyn in thelr posression 
not required for current oxpenditure, shall pay the seme to the Treasurer, 
or sone public cepogitory of toe Mmited Grates, without delay...” 


“he ‘coountea Mit, ““scal Gection, schediias colleotionns ror 
Joposit into tie ?peasury throug: tue Diebursing OfPLcer on Sahedule of 
Gollactions, Standard vom. 10646, 


Remittances dravai payable to anyone offer thar the Ysxeusurer 
of tha United Stetea must tmorat be endorsed "i -¥ to the order of the 
Tronsurer of tihalmites States” over the signature and title of the porson 
authorized to ondorse tho remitcnned. 


Ge Bills for Collection 


a. forme 


Aaounte due from debtors, other timn Govurnnent ayoncias, 
are billed on Bil] for Collection, Form No. 34-21, Dumand letters nny 
be used only in special instances where Bills for Collection aro not 
feasibieo. amounts due frum othor Govornment agencies are billed on 
Voucher for Transfor, ‘tandard Yorn 1080, 


b. Billing Process 


Whenever an indebtedness to the agoncy arises, the Piscal 
Section must be notified so that appropriate billing may be initiated. 
If a demand letter is sent, a copy must, be furnished the Acoounts IMmit, 
Fiscal Seotion. Demand letters must include a statement to the effect 
that payment should be mado by oheck, draft, or money order draw payable 
to the Treasurer of tho United States and that renittance should be 
forwarded to the Fjacal jection, {nance Division. Tho office notifyiny: 
the Fiscal Section of an indebtedness or issuin; a demand letter will 
be notified when colleation has bwen made by means of a copy of the 
Schadulo of Collections, Standard Form 1044, on which such renittance 
is scheduled for deposit. 


ee 
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Oo. Hunvoring 
\li plllu for Colluction, demand lotters, and -urtis LOO 
wll be nwabered by tho Accounts init, Fiueal Geetion, in the ruoal 
yoar bill uertes and held in the "open" (unpaid) billy file until 
collocted. Bllls for Colleation ana “oms 10.0 will bo proconped by 
the \aoounts Unit, Pivoal seotionu, prior to roleauo, 


GO8 DT SIURGA ENS aACTIVIG TES 
RP A ET ELEY A LOE a 


‘ia Macal Saction maintains o working tiaiaon with tho Uivision 
of Odaburaenents, Trenesury Gopartaent, vor Mmotions relatiiu.. to the 
cSaburgenant aca acoountabllity of DAsbursiny Custie 


Le. Geheduling Vouchers Cor Faymont 
en Ri IP A I Rome eet EE IERIE ECR 


‘tho Macal Processing mit, Piageal dgetion, will sehoasdule all 
youcnors or paymont after they hava boon audited and certs Sled by an 
authorized Certifyiny officer. Yn order to maintain proper soourity, 
tie vouchucs, other than sayroll, will be listed on }f Tora tioe 1, 
‘oucher ana Sehedule of Vaynentu, ard retained in the Con*idensial Miles 
of the F4acal Zroceusiny, Tait. “he XG vera Yo, 1 then will bo corti fled 
pnu [ated on Schedule o2 Disbursements, Standard Form Mo, 1064, and 
together they wilh ve tranaiitted to the disbursin,, officers for paynernt, 
“ayroll vouchers, showing only the employeots name and awouns duo, will 
be listed on jchedulan of tMisbursements aud transmitted to tha Disbursin,, 
asPicer Sor issuances o* salary chucks. 


2, Chocks 


Treasury checks will be trasued by the isburainy, apfticer on 
the basie of properly approved Standard Fors No. 1064 and XG Foam Mo. am 
or payroll voucher and trananitted directly to the payee(al us indicated 
on tig ohock anilin, slip or XG com Yow 1, unlesa other specifie 
arranyenents Lave boen made, Generally, salary checks wili be retumed 
te the fayroll imit, Fiscal Section, Yor distribution to tie onployook. 
‘tog Administrative Instruction [ER 


a. Hogotiability 


Checks will be honored by the Troasurer of the imited Statas 
4° presented before the closo of the fiscal year next followin;; the 
*iscal year in which such checks were issued (Sec. 21, 45 Stat. 1235). 
Checks outstending a longor time must be forwarded to the General 
Accounting Office with request that Treasury Warrant be fagued to the 
omerts ordere 
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be Lost, stolen, or vestroyed Clocks drawn on the “reasurer 
oe tha Undihedytates mould be reported by the owner of the aleok 
Vara: thea “Lsenl jeation so che famudu, Diaburst),, O'ficer, “POuuUr)! 
‘Upartnons., Pe report, dao ror a a iotter, or wire cant iyned by 
latter, snowld deseribe tie chuer aud if pogptble furmsah the Unter, 
Wnabor Cor ct aburadey offlcer voucher number), smount, and mabel 
number of tre Disburadin, Orticer, and ubould also requeat that pu mont. 
ba gMoppod, Tha Fisoal Seotion will asaist dudividuals tu preparing, 
wual reports and wll furniss reqeirad information. In onge o% Lost 
chaeksa, She report ahoula atate to tea oheaxk was not reooived, of was 
lust ater recul;t. ff a check 4s lost after receips, tie emplovue 
gneulad gtate tan alreunatencer surrounding: the Loss and tudlante 
whether or co. tua ebaek tal tues endorned by tie pnyde. Tn tie ong 
of a mutilated or aelaced aioeh (wikeh ts nonnegotinable) via omer 
ahouid forward the aseak wit: ile comuntoatiou to tie Apbursing 
Offieer., Thora sues on elhock ta detanained “o be onéetanding, the 
Treanury jepartaont will furntas the cladiaais with an appropriate corn 
Por obtainda; ms sulatitube ohech. 


Tf tne original cseek La rasevered after stop payoont bins 
buen requasted but bafora na substisute echioole bas been recoived, the 
aunay should Jmaudiately advire the Creasury “apartment that the atop 
Payment request may be dlsrecgarded. ff She orlpimal eseok in recovarad 
After the subatitute has been received, the orkyinnl chee: must not be 
aonaned, Instond, U6 should be “orwar d dimedintely to the Uivinton of 
Disbturnawaents, “raasury Desartnont, “adhington 25, 0. (2, "or cancoline 
tion, 


c& Yorged Cinco rsenent 


oR PAR Rae He ra | 


“enever the payed of a check clains that tie endorsement 
Sereon is oa foryery, the correspondence will be referred te the 
Disburgins CPteer issuin, $.0 cheek for Cormmrding toe the Tronguror 
oP the Mited States. 


a Cnuoacks for Cancellation 


Checks net dus tie payee or ais ostate, or chocks errone= 
ausiy issued and not properly payable, will be returaed to the Misenl 
Section fur cancellation. 

®. Unclaimed and Undelivered Checks will ba returned to the 
issuing nisbursing OffTcer who will hold gueh checka for three full 
montng fran the last day of the month of issue. Durin, thic pertod if 
an inquiry is received from a payee requesting that « cheak be sont 
tim, a letter is addressed to the Disbursing Officer authorigzin,: tho 
mailing of tha check to the payee. If in juiries are not received, the 
check is fomsarded by the Disbursing Officer to the Neneral Accounting 
Srflee., Thereafter the payee is required to make olaim for the cheok 
%o =}e@ Fisoal Section over his own aignature and address. 


Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2 


29X1A 


29X1A 


ON DENIAL 
Approved For Release 2001/09/06 | A-RDP81-00728R000100010001-2 
CTG VANUAL OF ADC TXIGTRATTVS MTRCT TONE [el 


5. Acoount Current 


aad 


Disbursing OLfleern prepare a monthly Account Current, roportiny, 
fll transactions for tha month. The ,ceoounts Current are received by 
the Accoumtse Minit, “Asoal “gution, for acministretive oxaminattoan and 
vorifloat on, After certiMonsion, tha 4ogounte Current are Corwarded 
ta the Ceoneral Acoounting fice together with applionble shoiderd Yorn 
1995, Cunasary Statement of Mubursonents and Collections be spp roprintden 
Limitations. Accounts Current for SLeld installations area supported wy 
tho optyine) paid vouchers, sciedulus, and other related locumentnoe 
The seheduios aro forwarded So Goneral fecountin,, Office with toe Aecou.t 
Current and tbe vougsbers urs retained in die Conthdentinl Phileas of tue 
rigonl iyetdou. 


4. bisoursing Funds 


 omenementnennn amen ti 


T!0 Aeoountsa mit, “Ssond Geetion, is resyvonsivle Vor samurkrig, 
and maintaiuing eulfielent disburaing, Munda in toe Cortrad piaburndug 
u2fiee Cash accounts and Mold disburain,, nccounts. 


a. Requisition for Misburainy, Munds and Avcountablo currants, 
Yroagury Form flo, 427=a, will bo prepared by he Acominca lnis, ~Soonl 
seetion, for transferring Amds fron Treasury Cas’. accounts so Contrad 
Disbursiuy Office Cash aecounts to neet the currant neods of CTO. this 
form will requira the approval of the Chief, Mnanee bnivitaton, 


be. Request for Trano ter of Rinds, Treasury Form Yo. 16gn, wiJ) 
be proparud by the Accointa mle, “nent “ection, for transferrin, Anis 
to or from Meld disbursing sccounts. ‘mus tranawerred to Meld din- 
buraing asaounts will ba based on allotmonta autiordgad ond other thesors 
Surrounding the disburaing setivitiers of tho applicable field inutealla- 
tions. Excess funds on deposit in Cield disbursing accounta will be 
withdram, when warranted. “hon activities of a Meld installation ore 
discontinued, tho disbursing cash established fer such surpones js 
wi thdrayn. 


Where disbursing, account symbols have not been onud ied, 
disbursing activities will be conducted in acoordance with the foredyn 
draft accounting procadure,. 

ME nts AND REPonts 
1. Site Audits by General Accounting Office 
SRE AR SRE GBR OETA A EEE RIE TI IIIT: GO PE AON A DENT fT ENE TEST STRELA YPC 
In order to maintain proper security, special arranyenents are 


in effect whereby all original vouchers, except payrolls, aru retained 
dn the Confidential Filles of the Fiscal Section. site audit of the 
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vouchers $s conducted by deat ynated reprosentativer of the doneend 
Accounting (“ifLoe why Gave bean approved by CTG from an soourity view 
point. T.o mudit is neconplished on the promisan of CTC whtlh apace 

and fnoilitdes provided by tho “tacul Geotion. cite audit of payrolls 

is alao mnde on the proniaes by Genoral accounting orftos roprusantativen 
in ucaordance with Qeneral hevilationn BBB vevieed,. 


2. xXeeptions 


i Ra 


n. (ieneral Accounting, Orfice kxceptions taken te patd aacoun te 
or this iyency are reported on Standard ‘orm flo. 119), coaviued, "Notice 
vs Uxception", Altnouys) tho oxceptionn are taken on Ghe Cortd Suing 
OfMeer, the MMaoul Sootion is adminfiatratively rasponsible for handing 
and rwplyiny, to avel. exceptiona in aseordance with General vopulatdions 
Nae 95, Vovined. 


to. 


be Administrative cxesptionsy tuken Uy asditors of tha i.ecal 
Seotion will Usually bo reported on "fdministrative A~udtt J4-furenoe 
Statement," Pora tu. S43. The reasons vor tie exceptions will bo statod 
as briefly of possible and, ".ere appropriate, reforences will tu made 
to CLG Administrative Xreotives, controlling statutes, Conuptrollor 
Senernl's Deotsialons, or o+her regulations applienblo to the exception, 
“oO Soplogs of tha Port No. S4eO will be curndiahed tha payee with the 
ghook settling the accom, and wu copy attached to the av-lienble vonueshor 
ln support of the adjustuents made tharoon. 


3%. Claims 


a. Frocesain; 


Claims involving « doubtful qguostion o° fact or luz will 
bg processed by the {sen] Section and forwarded to tho Senurnal .ccount- 
ing Office for direct settlenent ‘Goneranl Negulations FBR. Clutius wiich, 
i: submitted to the Genoral ,jccounting Office fu the normal numer, 
would violate avourity regulations, will bu gi vou special ocongiderntion 
and handlinge <A claim may be in the form of « voucher, monorandum, or 
latter, and: should be mado ovor tho aotual signature of the olainant. 
Letters transmitting claims to the General Accounting Ofricu will he 
prepared for the signature of the Chief or Acting Chiof, nance 
Division, and will include appropriate references to applicable appro- 
priations, previous vouchers, administrative recomaendations, ete. 
Transmittal letters will be supported by the original or verti Med 
true copy of all material doounonts. 


b. Typos 


Claims as disoussed in this section refer to the following 
general typos; 


(1) Claims involving undelivered, lost, or onncoled. 
shacks, or checks dram to deceasod persons or to wronj, persons, or 
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dram) $21 wrony anounte, wilol cave heen returned to the Gonornl Account} 
dup Offfoo. 


(2) Claims based on duplicate Laveicea or vouclors, 


’ 


(8) Cladwa for nnount in exqeas of contract price or 
addGionnal payment involving paid accounts, 


(4) Chains for urounte cus deceased or leyully dnconpetent 
eaplovans and individunl oontraoters or other public cradditarn who arn 
decansud or lepally inovmpetent, 


(6) Clains of dankrupt oradd tors. 


(6) Glaioao Luvelviny; vouonors wile tae Senora Acoountiny 
GPriee has requested for seteosf purronen. 


(7S Cleias vor tsounte deposited into the Sscellaneous 
Receipts accounts od payable from "fBeftind af ‘lonoys Drroneously Recoived 
and Covered." 


(GG) Glains invoiving lapsed weproprintious. 
by i k 


Me Statutory Linitattou on Claims 


Public Law Ho. 420, "6th Congrags (OL U.8.0. Vla® provides 
that every slain or demand (except & clain or demand by any ‘Ttnto, 
“orritury, possession, or tha iMigtriot of Colueabin) agninet the United 
States coynisable by thetoneral acaountinj, oefiee under Section 806 of 
the Hudget and feeountin,, ‘ot (32 ‘28.0. 71 and 236), shall be vorever 
barrad unless such olain, venarin; the signature and address of tho 
claimant or of an authorised ayent or attornoy, shall bu received in 
toast office within ten Pull years after the date suo). clalin Dirat 
ucerued, Thie Act also provider tha’ wien a olain of any person sorving 
in the military or naval forces oF tho imitod “tates accrues in tine of 
war, or when war intervenes within five years after its aecrual, such 
clain imy be presented within five years after pwace in established. 


da Review of Clain settlements 
SORT RR REC ARERR EI ca Ri ICS NEARER RENT ETN 


A request for the General Accounting Office to review n 
clain vottlement ordinarily sunt be made within one year of she date 
of the settlement (17 C.G. 516), and should be filed by the claimant, 
or one who has power of attorney to act for him. This Agoney nay not 
request the review of a settlement or decision on behal® of a claimant 
whose claim has been denied unless the matter is one of official 
inverest in the adainistration of this Agency (17 ¢.G. 1021). 


pa! 
me) 


CONF 
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4,0 Naporty 
Tate rated ogluow ara oartain coriodte reporta wile). will be 
presarad by tlhe Masel Seotéon.,  tter Manciad or adrfladateative 
reports wlil be proparud an raquirod, 


ne Statement os Gonernl soeaunt Halances, Standard Porn lis, 
amare sages cecenceyne ne sane ns se eum nena aes d 
Will Le proparod nontly by Se aagounta lint in NOCO nen th 


Goneral ‘wpoiulationu easel Sho report represents a closing, trind 
Dnlaneo of the Ganon t uaages and Sucluaes balanean reported tndor 


appropriations ail Sunda nr well oan vathronenst, inz, bone, speoiad 


deposit, and miseellanceun reset; + MECORNGE. The repent wALE he gine. 
’ i é 
bt ted te tur nerd Accounting, ou'flee wlth on ean 28 Cha OL 


Py @prlatad Sands 260 tranaare aecout, 


be. Statement of Salancean Shaving status of Avproprintdone, 
Standard fort TY Wl er praparod vinntily by ie pagoln ar Ti be Ts: 
eeeordance with Goneral coyuiectuns EBB ooo rerors Bhowna ho 
stahus or the unoxpended approoriattiors and vunday 6% toe Agen. The 
roport will be nubettthed to tia General ¢ ecountin, Ofttow ana se COps 
“urnishad tha “udvet ceotion. 


GC, Stabpaeit uo. yvportlounonss ane Allotmont Aceomita be 
Avpropriattous, “bondnrd por, fl, VOT be prepare! gmoney iy tte, 
Accounts WATT in necerdance wht canoer) Roagudetions The 
reyort depicts the aprrepriation otetiua 0? apeortionnents rpjroverdt b 
oe Nyreau of S10 Mudcat and nlleotmente mutcorisad oy the Meath ceet“on, 
"2 repert will be submitted to toe canner) Aecounting Cefica smu a copy 
“rntahod toe iidseat Soetlon. 


4 

v 
ae 
Co 


ad. Roport om Status of appruprdation, “or. &, will ve prepared 
ssontnly by ¢he Accounts Mit in co- Tornmnee with requd renonte of te 
“Teasury vepartment. The eyport provides current date or the esntusa of 
tha a.propriationa and funds of he Ayoney. Tho original and 2 cophios 
wili bo wubaitted to the fTressur! wpartaont white: will in ture cemmre 
the orivinal and one copy to the “urea of the Nudset. A copy whl) alas 
of Surnished tre chief, Ming.ce Mvision, and tie CoLeL, Huda: Seetton, 


Oe. snatyele of Appropriasion “tatus, cor: 6, will bo prepared 
monthly by to s-counte MIt to canfors to wie requirenonts of the 
Hureau of She Sudget. The roert provides current data with rospoo t 
vo expondivures and oblixations ber functions anid object classus. A 
copy Will be Sumishea the “xooutive for Pra, the chief, “Luance bivision, 
and tha Chief’, Budcet Section. 


LY. Roport of obligations and ixpenditures by Ob ject Classes, 
Yorn 34-12, w © prepared monthly by the fecounts mit, in confomiance 
with administrative requirements, for each acoount to which funds have 
bean allotted by the Budget Section. The report shows a breakdown of 


f, 
es 
“y 
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Ril obi cnidons aud expenditures by objuot clagsua and the unobliyated 
valanes of the alletaant. Tia ontinal and «a copy will be nubaditted 
to thon oltontle pllotese, and u cepy Curnished the “yeat Hootton. 


fe Sunvary Ogatenent of 14 sbursonon tn nad Calloctionns hy 
Agpropriation Linltations, “tandura “orm 1005, will be propared mont) Ly 
by Vie Reson ta Mate Tn con fosnanas wit! eweral  eoounsts,, Stee ren 
quireaonta mid submitted ta tha General scooting cefiae whtn cho 
my dieable Aocount Current. oo repert provides Limttnation bronkdow 
of expeniitured and calleationa processed by tee diaburatn,, o'Sicer 
averting toa morith. 


te Amnval Suanary, of Votirongt Ame Vranaaotiona, Yor eves, 
wtli be vreparod by tie vayroly THT ne Sie and of one, onlonilar JOR 
xs roqulrad By the Civil Service Cormatasion and submitted to the CHywsa 
Sorvice comission, Toe report stumartsot retirenunt tranunetions of 
the Asmancy us a whole, 


Be (guarterly Returr of “ax ithheld, “ory -l, will be pro- 
pared by tha Yayroll htt and nuovo ttod to tse Hurenu of Tnternnl 
Bevenuo ag required by Ctreular  ?-"evingd 165. The report Locludes 
ail tnava whosield fran wages of oupleyoas cursug the partievlar quarter. 


je Witaolding Statenuat, vor ven, will Yu proparad by bie 
Payroll tniv at the end of a calendar yoar for ono” employee, or Yor 
an individual enployoe wien seperated from t..6 Ageney durin, a your, 
The voport inoeludes progs oarninsa and tax withheld. tupldeate reports 
will be furnishad each aapleyes aud a sopy (t-2ea) forwarded to the 
Roreaau of Intermal Ravyonue. 


ke Annual oport of “4tnholding, “ore. ves, WAL] be proparad 
by tho Payroll Tnit at the ond o* cach calendar your md auvnitted to 
tus Suyreau of Inturnal Revenue wi ti coples of orm Te2a, The report 
includes total tax withheld during; Che year, and is reconollod to the 


ved end 2 forng, 


1. Report of nave Nalances will va Propared by the ‘nyroll 
imit showing employees" unused winual and gick leave balances iw of tie 
end of the last pay pertod in the calendar year. ff soparate rupert will 
be prepared for each ompioyee and forwarded to the applicable ndninis- 
Srative official who will retain one copy for ‘iin files and reloase tre 
othercopy to the eaployee. 


6. Reconciliations 


The official appropriation and fund accounting ledgers and 
records maintained by tho Accounts Ynit, Fiscal Section, will be 
reconciled monthly. In effecting theac reconciliations the various 
accounting and disbursing records asintained by the Fisoal section will 
bea compared with onoh other, und also with the a, plicable records of 


the Disbursing Officer, Treasury Lepartment, and the General Accmmting 
Nf LLco. 
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Thdividual omployeo vacoumeba for retlremont, bax, anid herd 
dnduationa, anintninod ov tha veyroll mit, Ciseal jeetlon, whlio ba 
roceuotlad aontily, te dusure too the msotnt whttheld row the salary 
of gach oaployga tn correct and ovoporly gepontted to ita credit. 


Ge Audit of Slnmap Aceounte 


rele tee eh oe ee er ee meee 


AML of atanp geoounts wild byw gontiueted aw of “neh G1, 
Aine $0, “apbanber 3, asd Joewaber Olouy toe Miueel Taspactor under 
ibe dhroetion af tee Crfee, bineange oiviiion, 


ALL atenps for oorftoied aise of the Ageuoy will be obtained by 
she eSgonl = rocosmim. tmis, “faendl Geovion, and tsasued Lo hud&iwdiusiad 
ortioen. Caco of Moe navin,, uvetody of piaaps Por of MhLolal usa will 
peo ormoqui sad soommintata a curren. diquenition rcacerd. .t Sie ond of 
arch quarterly pertodw the disposition record and a gtatenont ot phystoent 
lnventor: of gbamps on annua atli ve subsaitted to thea otsonl procussing 
“Wht, Yen all raperta foc coe fconcy have bear raceivod, they will ha 
forwarded te che “Lueed Tnepectos Cor adds and praparyhion of no recone 
e{lintion stntoment Tor @aeb nGoount. 

“bho Seanad iaspoctor whit mio? ua hoe chaeet, “Manneo olviaton, 
Gj rovert on che adit supported os he rogonelilation stm enenata. 


ey BTS 
ee 


1. Scope 
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ie dugtrvetiona coveted Un tide nsubeseet for portato canore 
nady to “leld of Mcag located aurosad nid specifically to sues. o2Pleos 
ns nave agtivition whieh aro Vhug-cad Seon vouchered funds.  Pield 
wffleorm located wittdn too Spised genteg will ronerally be joromeod by 
tha seme rosiintions ag the cnghancbon of™Nea. petatled risent 
tantructions for foreden Mold offices save net buen Laogued to date. 
ore appltionule, tia basic Instructions, roguietions, and mediainkast 
‘Ave polietes purtainin,, “o departwental sent agtivities iil be 
wusoted by Surel pe field ofNeces with activities Muanead from voucherad 
rund. 


rhe 


Letters and merorandn pertinent to fiscal activities will be 
neut to Meld offices, as ruquiroad, ta supplement these inatriuotions 
and phall be binding on the receiving, offices. 


2e Expendituros 


Expenditures ag rolatod to vouchored M4senl activities Yor 
field offices located abroad will bo nccoaplished under two youural 
nethois, nanely, roimbursemont und disbursement. ixpenditures Por Mold 
offices within the United States will be processed by tho “ushin,ton 


weg 


orfioe. 
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a. Relabursemunt - ois cuthud conforan to trie procedures oute 
Linad tn war Department Lotter AGo-400, but isa not necousnrily restricted 
to the “ur Department. Under this mothod, materials and servioes will 
be obtained from mother povermaont agoney operating, in the logality of 
the Mold offiaa. A gumary of tha charges and receiptad involoen Lor 
materials and sorvices furnished will bo trananittod to the other 
agonoy's Washington officu for Dillda;, thin Agenoy. Suoh bills will be 
rocelved on Jtandard Por. lOWO by the Finanoe Division (Washington) and 
processed for payment. ‘Hie nethod any be used only wian prevlougly 
m thorined by tho Washington OPeice. 


b. Disbursement - Under tuis nethod, disbureing funds and 
facilities will be mado available to a fielu office. The notual dis- 
bursements will be onde by field piabursing Offioersn of tho Trenasury 
Departrent, or State Dopartamt ofticinis ropresunting the Chief 
Dileburning Officer of the Tronsury Department. Vouchers for fleld 
offices will be oorti Med by an Authorized Cortitying, offfiear of this 
Agoncy and gubnitted to the fieid Disburaing Orfleer for payment. 
Fleld Disbursing Opficors will prepare a monthly jccamts Current, 
which will bo transmitted to the Finance Division (Washington) for 
administrative roview and corti fication. 


A Field office opern+in, undor this mothod wll] be primarily 
responsible for tho aneunt of disbursing cash on deposit wlth ite Meld 
Mebursing Officer. At the bveginning of each fisenl year, or when now 
disbursing stations are vatablighud, the “washington Finance Division will 
initiate action to ostablish current Qunds, based on available allotments 
and information obtained in cooperation with the vouchered Amds reprenen- 
tative in field offices. Thereafter, Increases and dvorensus in disburs- 
ing cash will bo made on requost of the field office. Approxinately 
thirty days prior to the beginnin;, of onch quarter tho Meld office will 
review and analyze available allotmonts and disbursing, cash balances for 
tho purpose of tranamitting estimated cash requirements for tie sucasead- 
ing quarter to the Washington Finance Diviaion. This information and 
data should be furnished in duplionte and should renoh “wnshington not 
later than ten days prior to the beginning of the threo montho portod 
concerned, 


S$. Aooounting and Reporting 


Bach field office in the United States and abroad will rocord 
obligations so as to prevent expenditures in exosss of fads authorized 
for use by that office. Such control will be accomplished by use of 
Form 34-15, "Monthly Obligation Record", which has been prescribed for 
use by all field offices and outposts located abroad. ~All obligations 
of the office will be recorded on this form, regardless of the fact that 
payments may subsequently be made under either the “reimbursoment”™ or 
"disburgenant" method. 
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Bach field office in tho United States and abroad will submit 
nwonthly report of aotual and eatimated obligations and expenditures to 
the Washington Finanoe Division on Kora 34-14, “Report of Antual and 
Ngtimated Obligations". Data for preparation of thin report will be 
taken from the Form 84-15. 


Field offices oporatiny, under the "disbursemeant™ method will 
algo be required to submit a quarterly report on allotments and disburs~ 
iny coach balances. 


4. Payrol ling 


aot Generally, the requirements and pollotes outlined in Adminis- 


trative Instruction » Of thin manual apply to all fLold offices, 


Payrells for field offices located within the United gtnatos 
will be prepared by the Washington Office. 


Payrolls prepared by offices operating under the "reinburse- 
ment” system will show only the net amowmt to be paid. Deductions for 
rotirement and taxes, whon roquired, will be effected by tho Washington 
Finance Division. 


Payrolls submitted to Disbursing Officers for payment under 
the "disbursement" system will be prepared, insofar as deductions for 


retirement and taxes arse concerned, in accordance with special instruo- 
tions from the Washington Finance Division. 


Me er oa : 
VUNE IDENT: 
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1. Purpose 
Tho purpose of thin Inatrustion ta to asuign the rosponsd bildty 
and astablioh the procedure for budyetary ndwinistration dn ets, tne 
cluding the proparution and tauuance of internal adaiitetrative directives 
and tho stoninrdization and control of forns. 


ins Definitions 

he Nudgetary adainissration consists of tho processos by which 
work prograng ara Gratolated into (nancial torms, analyzed, evaluated 
and reflected tu the fon of budset eatimatogs the necdsuAry Cunds are 
Justified and obteainud from the pranting authority ana funda and posi tions 
allotted to proper units; the accountability and gontrol of Sunds ure 
naintalned to assure the execution of authorized procrans in an of fective 
and economical manner and the results analyzed, measured, ovaluated and 
reported upon to the proper authorities. 


be Appropriation ia an authorization by an jot of Conpress to 
make payments out of the Freasury vor specified purposes within a pra- 
sgeribed amount, 


¢. Apportionment is the determination by the Director o2 the 
Rureau of the Budget as to the amount of oblixations whic) may bo incurred 
under an appropriation during a specified period, 


de. Allotment is un authorization by the head or othor authorized 
official of the agency to incur oblipations within a specified anount 
pursuant to an appropriation or other statutory provision. 


o. Fiseal year for the I. S$. fovernment is tue period bo yinaing 
1 July and ending 30 fina o: the following calendar year. 


£. Object classification is a classificntion acoordin:, to types 
of services, a cles, or other items involved; e.f., personnl servicus, 


supplies and materials, etc. 


Ge Purpose classification is a clas3ification ucoordiny: to 


function, activity, project, or other propran sub-—divisions. 


_ he Obligations incurred consist of orders placed, contracts 
awarded, services rece{ved, and all other transactions during a yiven 
period which legally reserve the appropriation for expenditures, in- 
cluding expenditures not procedad by obligations. 
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4. Imliquidated obli ations consiot of oblisntiong Lneurrod 


ee be nat A RRA COR ele tS A 


for whiuh axpondi tires are yet co be pade, 


J. Mobliyzatad bulanve ta an aneunt of an appropriation, 
apportdonment, or nllotmont white has not been oblt, ated, 


ke Yorkiny, funds are advance payments received under soo%ton 
601 of tho amon 1ek Tor which yoparnto account ara nedatained on 
the books of the Trarsgury lepartuont.e 


1. ‘hateot Officer as naed in this inatruotion rorarda to ina 
ertof, enanes Uf viaton. 


$. Responsibilition 


a tee: 


an. Yhe Director o”% lias Tnuledlipouce ¢: eocponsable cor 
establishing the polfoy and makin; a ‘inal docTeton ag tio tie content 


and amount of biciset ostimutes. 


%. The Budget Orfloer nas direct responsibility for the 
doveiopnons and administration of tie (iG budset, incluuin,,; linison 
with: Ghe Sureau of the Budset for the pireetor of Central Tutollt pence. 


Ge The Audet Seotion is responsible for the ndninistratiou 
of the otc budgetary progran with respect to we preparntion and sub- 
wtusion of budget estimates and tho ostablishment and control of the 
nllotacat(s) of funds in compliance with Fedorrl lawe und rojulationa. 


/  d. The hand of coach ovreo or Staff Section reooivin,, aliot- 

rents has primary “vsponsLbT Ti ty “a dcotary naainiatration fn wda 
nron, Aneludin,, tic, initiation, proparation, justifiention, and sub- 
mission of estivn.ves to the Rudyet Officer, and pronpt submission of 
roquisud vepe tt. Yo action aay be initiated by any anployeo whiokh 
would rogul4 in tho dncurronco of ageney oblisations exoopt on authority 
from such responsible officer. 


8. The bead of each Office or staf? Seotion iny douipnate an 
enployen whe, in addition to his other jacies: will assume the regponsi-~ 


bility for budgetary adainistration within such offices, and whe will 
aorve as linison offiotal betwoon the udset Section and the Orrice 
concerned. 


295X1A 
8 DEVELORPGIT OF CLG BUDGET 


1. call for tetimates 


a As ofl July of each year the Director of the Rurenu of 
the Budget issues instructions setting forth in detail the methods to 
be employod by the Sudget Officers of the various agencien und depart- 
ments in preparing their estimates for the ensuin,, fiscal year. These 


sy 


CONT UCN IAL 
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estinatog mre required by the Bureau of the iudget on or velora Lo cape 
Louver, Thig nomully necessitatos preparation of the ageney "a bugpetary 
oo Stokes approxtiantely one yous Jn mivanoe. 


be AX Ufrectaa by he budget Orfleer tle pud,et Seotion tasues 
tho nyoney "Call for Natiaatos" to the vartous organisation units of 
(7G and pranacribos tho form and order of prosentatéon., nol OffSee ond 
StaflY seotion having, Sfeld caftices in the United states or abroad ig 
royuirod to prepare seperate oatinates on bolialf of the Meld netivition 
for oneh location. Stritarly, sopurato vntinates must be subadtcod “Cor 
each distinet current and projosed major projoet. Mmtailead instruotions 
that will be siven in chu annual "call for tatimates" inelude speciita 
direotiony te ba followed in propar'ng “unas requirenunte. ho genoral 
order of presentation and the material to be furnished Ls av vollows: 


(1) Stavenent of Authorization fron wide: the Ametions 
nid activitiog of the Osfiee or Stat! Saation arco derived (Genoral 
Orders, ote.). 

(2) Organdgation Chart with brie? explanation of the 
relationships amon the component carts of the Office or stall Seatton. 

(3) Statement of Tunotion of the rPfice or geacr tqotion 
and cor gach of tts component units. 

(44 ork Slow wart ghowinp, tha Plow of work through tae 
various divisions or units of the ceflae ar Stacsl Soctione 

(6) “etailed Juatiftication of etinaten by Coject Clasai- 
fication an defined below: 


Ol-Personal Survices - salarins and wajens, 
compensation for sorvices rondored on a per 
diem or Seo basis, cast. allowances “or livini: 
and quarters. 
Q~Yravel - transportation of persons, theiv 
subsistonos when in an authorizod travel 
stntua, cthhier exponses incident to travel 
whieh ama paid by (TG oither diroctly or by 
reinbursiny tie travelor, 
Q5~Transportation of Things ~ charges tor 
ransportation and care ot things en route 
by land, sea or air wile: are paid directly 
by CIG and not by the vendor, 
O4-Comiunioation - transmission of nessajes 
trom place to place, including tolls for land 
telegraph service, marine cable services, 
radio and wireless telegraph service, tele~- 
Phone servico, postage, messenger service, 
switehboard and service charges and telephone 
installation costs. 
OS5-Rents and Utilitios - charges for rents, 
heat, light, power, water, gras, electricity, 
and other utility services exclusive of 
transportation and communication. 


ar 


: 


DENTIAL 
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Qbe,- Aa Sea whe Cindiag, - contrac ual 
sorvicer Se ane Gie anu biuding books, 
panpidot ae reais B, whe other publica- 
tions, tuedidtny , inked forms and 
Cee. 

We tite Cwitrnobuad Survieos - 611 

3 GOWUPAG Wa. HOrViGNs NOD Fe oocws Bo 
Glassitied such te repadra mid ad torations 
Whey Lone on contvack, atarage gad cadmas 
nanod a” vabdclas, wibseriotions te 
vordodonls, porcuasu of gpech tie inwomtm. 
tion ono eee cubnl Uagia, oi sii 
OBetuphiag mol “avertals @ commiocitius 

CON MUG ry WeTin a conpuracively 
ghort puriod of Sime gual. as af flae wuppliau, 
Ghaticnars, ryopats poeta, ete. 

Oe Gudpuont «= unenditercy, Inplonanta, sooli, 
Turniéure, vobioles, ote., wie). aro adaprod 
to ounGinuin, uae ond aay be uoxpectad btu cave 
an oxtended perfod of service. 


we etton on Batinates 


a codaeamhuathinacnaeiuantanearinstaegetaa theahan eeeattiantteemenend 


a. The detinatos subalttwd by budiv’ dual cy es 
units Yo the Budget Seatlon ara carefully analysed enc courdinated 1 
ther C1G unlt estinatey upon predetermined agency polioy bagis and ure 
consolidated Ante Sho overall cr budge? doouwment in accordance wht 
the ror and instructions iasued uy the Nursas of toe Budseb. The O74 
Rudget C2 fieur reviuwa tha poulretrd. uocunons, makes proliminary 
Pocorsondationgs on genvral budget polies, and gubutts the decununt to 
tie OQireetor oF Cuitral Intoedilpence through the executive vor Personnel 
and idainiatration. 


be With the approval of Sie uiractor a2’ Contrnal Intelliyence, 
wo ankes final deolaion on cuntent ana anount oS ostinatos, the O74 
butr@at document is roviowod by tho lltaA Budget Review Coanittes. ster 
npproval by the conaitwo Lt is vorwarded through appropriate channels 
So the Bureau of the Sudzet. 


Ge Tro Durwau of the Dudjet conducts l.earings at which the 
Jirector of cuntral Inteliicence ond bia assistants defend tho vstiunases 
by giving fuurthor explanation and JNsot Ont sens Tf the Purveu nacon 
any adjustments, they will bo made with tho knowledge of the CTG fudget 
officer who remuping in constant Liaison with the rureau auriay the 
entire budgetary process. 


ad. Tho Bureau of tha Budgets recomendations are forwarded to 
wie -regident who may mako additional adjustuents before inoluding it 
in the ational budget which hue prosants to Congress. Yue appropriations 
Committees of the vouso of Ropragentativos and tho Senate hold hoarings 
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at wiioh time tie sgoney Ae required to turther Justify aid defend the 
ayenoy's budget as recenwndoed by the oreafident.  Purther nodiMoationn 
may be made by the Appropriation Conmittees, and when an azroonent da 
reacned ag to the amount te be appropriated tha Conjreso passes an 
Appropriation BLL which booomes the Appropriation agt when adynod by 
Shea reaident. 


ME weuvtserarres 6 ere simavr 


a ENE HO PL Ee IE ne re He Nn AA ae Cn eA Ree Sainte mte met me 


l. Rosirietiona on Use of funds 


Dhak tir vie cana a eT oe eee 


Tha Conyrosgional appropriations made available to the Contral 
Intolli;ence Group aro for Mixed amounts and contain Mmitneationg nu to 
tho purpose ior whieh funda may De apont, General logislation or other 
agency Approprintion Acts aay alno Limit the purpose for wiieh funds 
may bo spont by this asoney. fe furoau or So Wdfet establishes 
Linitations throug Sto iodiun of quarterl. apportionnents spooltying 
wher the funda any be spent. The control procedure proseribed by this 
Instruction is to avaure tint these mil othor Liattationn nro not 
tlolated, 


~ 


a. Apportionment of Punds 


a Ea re 


ea ae ace 


Section 56 of Hxeoutive Order No. O12 providen thet enoh apeney 
mgt subnit ostimaates to the sureay of the Hudget showin, hew meh of 
the toSnl money appropriated {ns expected to be obliyated durin, wach 
yarter of tho Siacal year. when approved by the Dirvctor of the Burvau 
of the Rudjet the quarterly apportionments are binding and reprosent the 
aaximun anount of obligations whieh may be ineurrod during, one quarter. 
TQ Duraqu requires yerlodle roports of allotaenta aid oxpendituren ag 
evidence that Minds are bein expended in accordnnes with tie approvad 
uvportionmenta. 


S$. Allotment and Control of Jéeunds 


a. The Pudget offloer, after consultation with cssivgtant 
vireotors and C.fefs of staff Sections, determines the quarterly Piscal 
requirements of each Office or Staff geetion for proper exsoutsion of 
functions as assigned by the Director of Central Intellivonoe. Rased 
on these determinations the Budget Officer or his authorized ropre- 
sentative will allot funds (by objoot classification for information 
purposes) to each organizational unit on Form 32-5, "Advice o2 Allotment 
Authorization." These allotments are binding as to the total anount of 
funds available during the appropriate quarter but discretion may be 
exercised by heads of Offices or Staff Sections with respect to obli- 
gation by objects, subject however, to limitations which may bo sot 
forth on the allotment documont,. 
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b. Ofrtice and Staff Section heads will be informed perlodl- 
cally by "advioe of allotment authorteation™ of the mount of funds 
nllotted. Allotmonta of funds to Tlald offlean in tha United Staton 
and abroad are unde to tha Washington Offles or Staff’ Section on fon 
Mo. SPH Cor transmittal to suo ieatallatiens. Need in connection 
whth tho monthly obligation rayerts (For. 84-12), provided by the iiscal 
rection of the “inance Division, suoh Advioen can be compared with the 
ntatenont of claanificatiort oblipations as of the close of one nonth — 
for the purpose of obtaining information aga to be unobl tated bales 
applicable to cach objeot of expenditure. Funds savinga and additlonad 
needs oan thus be dutermined, and nvallable Qarda Sally and offeotively 
atilized, 


c. Yt i> imetuabont upon each CTO orficial receiving wllesnente 
ot Sunds to raefradu Crom any net wiadtoh woulu reault im tue fneurrenco of 
deficiencies. Pho agency ie bound by the provistona of the antie-feri- 
clenay act of yebruary 27, 1006 (41 "8C 665) whieh mates it a criminal 
offense to inecur a doficiuncy. 


-estpncnaen etecniirertreedie mame Roya Aas ea torent 


8. equent for Additfonad Sunda 


ou. shenever an atfice or jearf Section hoada dotendnon thc 
the current allotuent of Anda ta ineurfieofent vor baste oporntions, bea 
will prepare a "Roquest for Change fin Allotaent,” Ford fee", Inaludiny 
appropriate detailed justification for any requested increane ir his 
marteriy sllotnent, ond forwani it to the Budget Orficer. TL! tho 
raquest ia approved, the Budj-et Soution will propnro and Asaue a ren 
vised vVorn S86, "Advice of Allotment puthborization,” sotting, cormtt 
She adjusted mount of funds aynilable vor oblisation. 


b. Funds for projects roquirin,, action by the J'ro bees Yaviovw 
Comitteo will be requested in con junction witi: the prosentiution ar the 


project te tre vomittee on Torn » Project “‘roposal. If, after 
consultation with appropriate offTelals, the decision of tha Conui twa 
is fuvornble, the approved Form will be transmitted to thie Nudpet 


Optieer wio will notify tha Sudvet Section to prepare and Sagi an 
"“sdvice of jllewe:t Authorisation” cevering the necessary allotziont 
at Mundn, 


8 allotment anti control of | ositions 


Cea amel 


a. The Burea: of the Rudget is enpowered to ostablish porgonnel 
ceilings for all executive departaents and is required to report vicla- 
sions of guch ceilings to the Congress of tha United States. 


be. For CIG organizational units personnel cellings are 
detamined by the advisor for Yanayenont, in coordination with the 


Budget Officer. Based upon this action the Rudget Officer requests 
atl agency personnel ceiling from the Bureau of the Budyet. 


SONFIDEN TAL 
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O. Heoord Controis dave aon ostablisned within the Oy Hudyet 
suction ty pravent employmunt of pursonnel in exooss of the ostabliehed 
calling and wanetary Liuitatlons und to provide special budgetary infor- 
metion. Vrose records era maditataed oa rollows: 


(23 cueh varsonnel Aotion daquest, Pond &/eS, ort mating 
in any organdaatdonal unft of org, in sent to the .orsonmiel invision, 
waieh forwards the acttlon so She Vostitlon Contrel init of ‘tne idyotk 
Sootion. 

(2) 0 Chat, Sudsget section will take appropriate accion 
on the Request dopeudfiiy, upon the suftiedeney of Ninds, whetnor aor not 
n collin; violation is involved, or any othor pertinent factors, The 
sequest fa thon returned to the fe@rsonnel N4vishon for Purthor processing. 

(3) 0 Personnel pivision Sin.ishes two copies of standard 
Form No. 69 "Yotirfeation of Personnel action" to the Budget Seetion ror 
procoagsin, and release to the oayroll tmit, ‘“iscal Sseetion. 


ad. Tho Budget Seotien proparon, as of tha close of buminess 
O° aaoh operational day, the of “Lelal CYG atrongth report. wudcot section 
records used for thig purpose are recongilod with those of tae Sorsonnel 
Division at the close of business each mouth. 


8. Assignamont of allotnent Account Symbols 


a emthtnatecacansmeseemahrcrmea aieaaeneentaene res eaten ed 


The Budget Section will assign an allotment account synbol 
nunber to vach TG organizational unit, activity or project. “The 
nccount symbol must appear on all administrative actions involving; obli-+ 
gation of funds, o.g., personnol aetions, requosts for supplies and 
materinis, equipment, etc. 


7. <ADproval of Overtime and ‘joliday put, 


fie Rasic VYorkvook 


Tere is nereby established Zor the (entral Tntellipeuce 
Group n "basic" workweek of 40 hours consisting of fivo rouguiarly 
scheduled olght-hour workdays, Yonday through Friday. 


D. Administrative Yorkweek 


The regularly sehediiled “administrative” workwoek noans a 
enlendar week and for CIG shall be Sunday through Saturday oxcopt as 
provided for in paragraph o. below, 


c. Irrogular Vorkwoek 


In thoae organizational units in which it is imprnactioable 
to follow a resular schedule of definite hours of duty for each workday 
of s ragularly scheduled administrative workweek, the xeoutive for 


iy 4 fas es : ase ik pode 
Cotbed WL GA 
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MM ASRS 


Foraonned and Aeducntetratvbon ts autoordved to agtavlds: a one wore 
Wood conmioting of teu Syat 4} sours of duty porloraod wituin a pordod 
of mot more then © dayn of toa odmialeteative vworkwoek. 


de. Overtime 
Work (n axoess of 4° houre poeformed duria,: an adiknigorue 
tive workwook will be considervd ovartime, £2 nutrorszed tn advance by 
the Chie?, Budpet suction. Overtionu us usod in this tnstruetion mania 
“Lrrapgular or oconstosal overtAme” not senoduled in tre reulearly 
schodulod adafniutretive workwoel. 


OO oliday Vay 


Hy 


hey doyean assijmod t. ducv on helidaya desicnated py 
“oderal jratute or “xccutive order will be compensated at twlee the 
normal daily rate or allowed com, ensatory tine off, hour res hour, in 
necordanoe with Suction 11,  ublic taw 390, voderal ‘Sipleayeas jay act 
of 1946, 


f. Aut ori tiogs 


(LY Mae Cohets oid Aditifiutrabive effiears oS Of ficua or 
staf? Sectiona may request authorization of overtine and noliday duty 
for individuals of thor ruspective organizational imits tn necurdance 
with tog proceduro outlined 4 paragraph goof this section, 

(2) The Chier, Mudget jection may approve suc: request, 
basod upon the adequacy of the justification subnitted. Vork in excess 
of 40 noura durin, au adainlatrative workweek shall be authorizod only 
in unusual cirounstancos where amployees are roquired to perform addi- 
tional work vital to tie procrun involved, und must be autiorizod in 
advance oS tuo performance of tne work, excopt in emergency onses. 


8. Conditions and Limitations 


(1) Bmployeos in grades up to and dneludiny '-2 or CAPR 
any reoaive overtime conponnation computed in accordance wit! tho pro- 
visions of the Federal Haployeer Pay ‘et of 1946 (Public Law 106+/9th 
Congress). ‘wployeen in grades nhove P-2 or CAP]7 may be ulloned 
conpensatory time off in un amount equal to the hours of work performed, 
pubject to the limitations contained in seation GO8(b\ of the 19465 pay 
Act, as amended, which exprossly prohibits the payment of basic 
compensation, or basic oomponsntion plus any additional compensation 
provided thoreby, at a rate in oxcess of $10,000 per annua for any pay 
period. mployees in this onteyory may not receive overtime conpensa- 
tion nor may they elect to receive compensatory tine off which nould 
result in such excess rate of compensation. 


CONTIDENTIAY 
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(2) Componuntory tine of f acorued (no favor oF onployons 
“ust toe uged within Oo) dayaia”’ ¢ Oo perforncaraa af overtime work or 
Sho employees slall lone sua. tine and also the right to ovortino 
corvensntion in lieu of nuoh compensatory tine off, unlenn the fatlure 
to take tha time off ia due to ef reuantanvas beyond tie control of the 
vmployoo. 


he Procossing of Requont Por ft pproval 
Fora $780 will bo used to request approval of overtime 

(ineluding, holiday duty). Thla fors must include an adequate Justd Slon~ 
tion for tuo overtine and must be siynad by the Choef or suntiniatrative 
Yeticor of tho offiee or Stati Sootton conoernod. Tie tort whl) be 
Corwarded In triplicate to Gio Gylul, Huayet Section for approval ju 
ncvance oF the performance of toe work, Tn canog involving vonpensatory 
ting off, tre requastit.s offieind will have the approprinte onplayee 
Indtdial forma faeS fanediately opposite hfe or ner typetrLtten nano. 
Tho initials will servo as « vertitention the. the unployee has Bpe~ 
cifically roquosted conpensntory time off in lieu of overtine conpunsa- 
thon. Tf approved, two copfas will bo retairned to thw siiming ofMekal. 
me copy will bo submitted by the requuating, offtea with oeandara Yom 
1189 “weekly Tima and Attendance Yoport,” 


BE ecupenss 


1. befinition and Purpose 


ClG Procedurés are ontablighed through tne issuance of adninise 
trative dirvotives prescribing rules, rejulations and polintes portaining, 
So Gre porsonned and funetions of the agency. ‘The purpose oY such 
directives is to develop uniformity and economy of operation and ta pro- 
vide personnel with written criteria as n basis Sor the execution of 
assipned functions. 


2. fRosponsibLlity 

a. Tho Procedures nit, Budget Soction is responsible cor 
reviewing the drafts of proposed issuances (except Office cperatiny 
Vroceduros and Letters of Instruction) for purpose, format, workability 
and consistency with establishod CTG policy, and regulatory require= 
nents; for clearing, and coordinating, suc!: drafts with the offices or 
Staff Sections concorned; and for appraising the value of proposed 
proceduro in contrast to the cost of operation. 


b. The head of each office or staff Section ia responsible 
for compliance with applicablo provisions of administrative directives. 
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be MYpes of Mractivon 


Or Ae Ok a AO RI Hee 


There ara six typos of CTO mdmintutrative dlreatives, clnusi-~ 
{Lod acaordiny to purpose, scope, duration of of factivenosa, and 
npplioahtilLty aa follows: 


fe Gonoernl Orders 


pireotives of purnanant: goneral interast and/or applicable 
to all organtzntionad untts of (iG. Tay announce netivath on or deactivas 
tion of organizationai units, asstynmont or remagsl ;mnment of Dunotiona 
within the agane,, utateumentu or revisiona o” areney polloy and appolnte 
vent or relief of uxaoutive personnel, 


b. Personnel orders 


ena A Re 


Notices of agsipgument, cransfer and relie? of porsomel to 
or Prom the various lvistons of CTG, 


c. “emorands 


ottancectitrertne 


DLroctives of short duration announctuy matters of ened 
intercat to two or more CIO offices. 


d. Lottors of Instruction 


corarene 


Directives of a temporary nature involving singly offices, 
subsidiary orjariantional units or individuals thoreot. 


a. Adcinitnistrativo ‘anual 


Tnatructions outlining fundamental procedurag for the 
propor Sunctioning, of the agency. Pho manunl is a handbook: conponad 
oY instructions pertaining, to the inter-office administrative prooedurag 
aifecting all organizational unite of tho agency as distinyuished fron 
intra-orfloe opornting procedures. I+ is looso-leaf in fons and divided 
into two parts: Part I covers vouchwred funds! procedures and sininiatra~ 
tive dirvctives applicable to the entire agency; Part II includes pro- 
cedures covering the use of imyouchered funds and administrative polistes 
applicable only to operations financed throuyh such funds. 


f Office Operating Procedures 
Directives prosoribing intra-office procedures, desijned 
to inplenent the functioning of the Office concerned. Syoh directives 


must not conflict with or madify any of the other types of directives 
described above, 


CONFIDENTIAL 
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4 « WY) rat 


S ommammaty 


a. ha general atvle ard fornat of all tnsertions to the 
Adatnistrative ‘anual will follow the princtplea outlined tn the Intro 
auation to thia publication (See seotson Ye. neh Ansertion will 
be nooonpantad by a tranam{ittal cover shoot. 


be All directives other tian Administrative Manual Ins truce 
tions will confors to the Sollowtnui spect tloations: 


(1) Paper and Size 
(aS Qunernl Grders, etoranda, Personnel orders, 
Netterd of Instruction and Office Oporatiny trocoedurva will be published 
on standard size 3 x 10:} Anoh misaograph or bond paper on one side of 
the paper only in accordance wit. tha format dnaleated Ju the attashed 
ixhibit Nos. 1, 2, 3, and 4. 


(2) 0 Numbering 
(a General Crdorg and Letters of Tmotrnetion will 
é n 
be numbered sorially. 
(ob) personnel crdora, ‘amorandn and office Operating 
-rooedures will be numberad gerlelly for each Piscal year (1 duly to 
30 June). 


(3) Dating 


fa) In all dicectives the date at Leo heading is the 
effective date unless otherwise specified. 

(b} Tie period o1 timo the directive is to remnin.in 
effoct will always be indicnted in Nenorunda, Letters of Inatruetion, 
und office Sporatin,, "rosaduren, 


(45 Seourity Classi flontion 


All CxG directives will be classified in accordance 
with the seourlty requiremont of tha contents thereof. 


(5) General pulos 


(a) All Genoral Ordorg, “omoranda, Lottors of 
Instruction and Office ‘peratin;, Procedures will be confined to a single 
subject or activity so that each directive may be describod by a short 
simple title indicative of the scope and rensral content of the dooument. 

(b) In all directives except Personnel Orders and 
Yetters of Instruction reference to officials will be by title only. 

(c) All forms, graphs, tebles, or other sinilar 
exhibits will bo securely stapled to the basic dociwsent. References to 
these attachments will be made in the appropriate place in the text of 
the directives they accompany, and in addition they will be listed at 
the end of the directive to which thay pertain. 


CONFIDENTIAL 
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5. Prooesnin, of tow OH reotives 


OO Re tee Ge ae me ate pa dhantmatetemiomteere tetra 


te Lultfletion 
Whonever non adatiniateative directives ara doenad mocousury, 
the Office or Gball geotion having primary interost in tha content Corne 
of will bo responsible for dutvioting, the ortyinal draft in oon fomnd ty 
with the approved atandards outlined in paragraph 4 above. Ma servicer 
of the Prosedurus Walt, Jrudget “oetton aro avallable to the originating 
offiow for infomsation and ciddance din the prebaration of initial drafts. 


b. Hovlew, 2oviaton Pleyarance 


. cenatmesdenetianemneiiieeeensimataamicaanamemmtte ence 


(1) Upon conplotion of the dndtdal dract of CTO Goneral 
Oyders, Nemovance or additions or revisions ho the Aawoitatratiae Lanual, 
tne draft wilt be subnitted to the procedures Imit vor editeriad and 
format review.  cion the “inal draet ia nyproved by tire ordyinating 
office, the ;rocedurea Init will soeuse the noceasary additional cone 
ourrences, incluain, saat of the -dviser for Vanagumoent and Sorvard the 
conpleted document to the vxocutive for bs A for fina) approval, 
oublication, and diaardbution. 

(2) Tnitinl dratss of TG Letters of Instrnotion will be 
forwarded by the initiating offieae to the Advisor for ‘Vanagenens ror 
proconsing in accordance with the procadure owtlined Yor the Proceduran 
Unit tn the case of other directives. 

(3) A copy of each Grfice “peratiny: ‘rocedure will be 
forwarded to the gxecuvive for yp - A turough the advisor for “aungeuent 
for review ns to possible conflict with: CIG poliey. Tha Pxecutive ror 
Pe A will maintain «a completes “Lle o° sueh rrocedures for revorence 
purposes. 


ce Authentication 


The .xeoutive for ‘ersonnel and Administrasion will Bipm 
all CIG General Orders, Porgonnel Orders, iighoranda, Letters of Tnstruc- 
tion and the transmittal cover sheets of all insertions to the jdninis- 
trative Manual. assistant piroctora or officials desijmated by ther: 
will sign office Operating *rocedures. No directive will be ef foctivo 
unless it bears the siinature of the avproprtate offsetel. 


a. Reproduction 
The Executive for Persone] and Administration will be 
responsible for the raproduotion of CIG General Ordera, Administrative 
Manual, rersonnel orders, semoranda, and Letters of Instruotion, and 


will render auch service us may ba requested in the reproduotion of 
office Gperating Frocedures, 
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o Distribution 


Tha Oxecutive for Personnel and Adminiatration will be 
rosponuible for tho diatribution of all cota ulreotives, oxoapt olMLoo 
Oporatin, Procedures, in assordnanoe with approved distribution ls ata 
and approved sogurity plans. ‘Tha distribution of dLreotivuna will 
generally be limited to these individunls, units or offices concernaid 
with the oontonts theroot, 


fe Amondnants 


Anonbionts or rose lagious to any CIG dlrectives will be 
luitinted, reviuwod, cloacod and Jiatetbuted in the sanu manor an the 
basic directive. 


aad PORMS 


1, Definition and jurpoae 


&® A form ig a printod, reproduced or ayped documant wi th 
blank spaoos provided Per ton insertion of speci fie infornavion. f 
fori letter (for purposes of this instruction considerod we fom’ is a 
printed or reproduced letter destined to bo used for one imutling tw 
sovernl dostinations or for repeated mailings. 


be The purpose of the satendardization of fom is w secure 
eoonony in the dusiimin:,, printing, storing, dietribution, and uso of 
forms us well as to insure wifornity in the procedures omployad by 
tho organizational units of the ayeney in dealin, with common problens, 


eo. The types of forms used within CTG are: 


LY standard Fons approved by the President, Comptroller 
feneral, Secretary of the Treasury, or Buroau of the audget for nandr- 
sory une by tho government service yonerally. 

(2) Civil dorvice Forms ajproved by the Civil service 
Comission for use cenorally by government aercios. 

(3) vascellaneoun Yorns approved by government departments 
and agenoisa for uso by other pover:ment agencies which ara nuthorized 
for use within cIq. 

(4) CIG Fors approved by tho frocedures Init, Budget 
Section, for use by CTG. 


2. Authority and/or Responsibility 


a. The Trocedures Unit, Budget Section is authorized to 
review and control tha use, application and reproduction of ?orns to 
be used by CIG, and will be responsible for deriving maximum utility and 
uniformity at minimum expense. (Cccasional or periodic surveys of forms 
in use may bo made by the Procedures mit in order to assure that the 
forms program is achieving ite purpose. 


CAPER D ars a: 
SG LPIA 
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De Now forme ov reviotonun of uxintiny forms rast bu submitted 
to the Crocedures Uyit for Custoer dovelopnunt and/or aprroval, The 
Vroceduroas Unls may require toe adaptation of an oxtating ¢7°6 form or 
oer Som if Lt appears to ta andcable for tho purpose, 


3. Proveussiny, ew or Revised Corus 


oo etm Lateran danttenthneietidnmenaten tee tate ee 


te Ina taution 

Men the wlPieiengy of a work procensa can ve Raprovad by 
the ostablishaent of a jom(s) or rovighon af pr oxiatin., tom, na aketeh 
of tne proposed tos wlll bo subeicied tuo tie “poeaduras mtb, wud-at 
Section, accompanied by for. 55-2, Repradee tion vagutattton iy duplionte. 
Vaon proposad fom snould Cenr a conedgea ti bln Swaortiptive of itn une, 
usually at See top cnlass MUO or purpose mater thin cogttion dine 
preeticnble.  lstinuted montoly usnasje will be dindleated on tne requ alt Lorn 
and a minknum supply of gfx nonthe anticipated requirenents should be 
ordered. see CLG Instruction « T¢ the form f° for Teuporary une 
or aif only a duftnihe nuabur 07 voplun are needed for a spoch. Sho purpona, 
Qu appropriate explanation gsheuld be insoribed within "Ponarks" on por 
Soden. hequests Sor approval o° Forks Wiel. must be ali med with other 
Forag snould dnelude ou notation bo that affect. 


bd. Review, Hevision + Glearanoog 
os en crete ale ansehen 


The Procedures Imit, bud.et Section, will deosiim forus to 
correspond with eurrunt stanuards of atyle and format, asplin CTS forn 
nunbers and dates and transalt drn¢tts te the Orisinating offices for 
COPCUPYONGO., Upon concurrence ho Sorag will be retumed ta the Pro- 
oadures Unit for final precesnin;, and forwarding, te the Roproduation 
sec Olan ver whe togtlon. 


Ce Roplenishment of Current Forns 


NT saat ooo ee wince tte 


Normally only a wo montis! BUupply of a nen rom is 
delivered diractly wa tie requortin: of fice; tne balance of the order 
igs sent to the Supply Ssotion, Services division, whieh is respousibla 
Yor maintaining adequate stocks of all aotive formas used within ct4q. 
Once a farm has becone an ayuncy svock Item, it ts requisitioned fron 
tne Supply Section in accordance with the established CTS preeurenent 
procedure on Forma jlo. 36-7 "vequest for Supplies, Equipment or Service," 
Inveontorios will be replenisiod by tho Supply sgetion on Form tn, Ue? 
"Xeproduction Requisition" by routing tne requisition throuph the Proe 
eadures Unit, Budgot Section, Lor approval of the "re-run." 


4. Froourenent of Spectalty-Type Forns 


Requests for procurement of Specialty-Type Forms, ran*old, 
continuous, carbon-interloaved, or receipt book, will be submitted to 
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the Procedures IMit, Budget seation, on Form 30-47 “Roqueot for supplies, 
uquilpnont or Services” nocompaniled by a senple or aketah and datadlod 
Justification indloatiny, antioipated vconomles oxpected fron the use of 
the form. | brie? stetonent outlining, portinont data rocgardiny; the 
disposition, use, oto., should vo provided «and the ustinated velune of 
nontbly usayo furnished. Tf any apeeiel type of aquipaent or device 
will have to be purchased for use dn cenneotion with a rpecial forry, 
dotatled inforaxtion mush be provided and prtoar arproprtate approval 
receive bofore purchase orders nay be pinced. Tn all eusoy the Myro~ 
codures Unit will porform the umial see)nteal analyse of a forn before 
forwarding the approved ffi.al draft Giureofl and tio Requisition Form Co, 
uG-7 to the Supply seotion for purchauing. Tr in doubt an te whether 

n form fulle into this cateyory, the rocedures Mit should be consulted 
prhor *o0 the subniaston of a requisttion. 


& Obsolete anu Superseded rins 
ce arte ea cies is Oa eee mee A oe 
a “nonover a form becomes obsclote, or is superseded, thea 
Office primarily interested will inforo the srecedureos Mnit, Yudget 
Sgotion, and indleate the desired diaposition «f° any supplies remaining, 
in steok. 


be In requesting revisiois of formas, the inteurested of Mice 
will insert the most applicable of the followiny, statonenta on the 
rovised sketoh: 


(1) Previous oditions are not to be used. 

(2) Frevious editions may be used. 

(3) dition of (date) may ba used. 

(4) 2oplacos Forms hX-X and XX=* which are uot to be uned. 
(5% Replaces Forms XX-N and xXke tT whieh may be unad. 


~ 


G&. VYse of Approved Moras 


The rondition of reporta, rotuma, ote., in nanuserips is 
unauthorized wher. forms preacribed or that purpose are available. 
Instructions for the uso of approved forma will be initiated by tho 
originntin | office. Such instructions will specify the particular 
fors by nu ber and will require its use when supplies are available. 
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